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@ Welcome to Cardinal Training
/

This training provides participants with the skills and information necessary to use Cardinal and is not intended to replace existing
Commonwealth and/or agency policies.

This course, and the supplemental resources listed below, are located on the Cardinal website (www.cardinalproject.virginia.gov)
under Learning.

Cardinal Reports Catalogs are located on the Cardinal website under Resources:
* Instructor led and web based training course materials

« Job aids on topics across all functional areas

* Glossary of frequently used terms

The Cardinal screenshots included in this training course show system pages and processes that some users may not have
access to due to security roles and/or how specific responsibilities relate to the overall transaction or process being discussed.

For a list of available roles and descriptions, see the Statewide Cardinal Security Handbook on the Cardinal website in the
Security section under Resources.



g/ Course Objectives

After completing this course, you will be able to:

Describe Purchase Order Concepts, Processes, Integration, and Interfaces
Create Purchase Orders
Review and Manage Purchase Orders
Cancel Purchase Orders
Create a Purchase Order Change Order

Reconcile/Close a PO



Agenda
b ns

Understand Purchase Orders

Process Purchase Orders

Maintain and Modify (Change Orders) Purchase Orders

Reconcile/Close a PO — 3 Way Match

Review Purchase Order Information, History, and Activities




}j Lesson 1: Introduction
Y4

‘ Understand Purchase Orders

This lesson covers the following topics:

* Procurement Overview

 Key Concepts

* Procurement Process Overview

» Purchase Order Process

» Integration with Accounts Payable

* Interfaces with eVA and SiteManager



/;/ Procurement Overview
/

The Procurement functional area of Cardinal includes four
modules:

Purchasing

The Purchasing module includes the buying of goods and
services (Procurement) by creating and processing
requisitions, purchase orders (PO), receipts, procurement card
(PCard), and Integrated Supply Services Program (ISSP)
transactions.

eProcurement

Like Purchasing, the eProcurement module provides for
Procurement but is web-based. It is similar to an online
shopping cart experience for users requesting goods and/or
services.

Strategic Sourcing

The Strategic Sourcing module allows users to create
and award bids/proposals to purchase orders or
contracts.

Procurement Contracts
The Procurement Contracts module builds, manages, and
archives all Cardinal contract related information.

Cardinal Functional Areas

Accounts
Payable

Payroll

-
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/;/ Key Concepts
/

« Cardinal interfaces with external systems (eVA, SiteManager, etc.) daily, which eliminates duplicate entries in multiple
systems.

+ The Statewide procurement supplier database is updated by eVA daily and maintained by the Commonwealth Supplier
Group (CVG). Itis shared with all agencies. Fiscal suppliers (non-procurement suppliers) are created directly in
Cardinal by the Commonwealth Vendor Group (CVG). The suppliers are shared between the Accounts Payable and the
Procurement functional areas.



/;/ Procurement Process Overview
/

There are seven key processes in procurement:

«  Add/Update Requisitions i } T:”lé.sp | o
«  Create Strategic Sourcing Events = N
* Add/Update Contracts - :m
«  Add/Update Purchase Orders i
* Receive/lnspect Goods ®~ S Suppiars [ eusons
*  Procurement Card Processing s Ui
* Integrated Supply Services Program (ISSP) Processing i
WebIMS SiteManager f:::':'




f/ Procurement Process Overview (continued)
/
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/;/ Purchase Order Process
/

Using the Purchasing module, a PO can be created online that 7 1 !
converts requests for goods and/or services into POs. AddlUpcate PO ot A stager
Start (Copy Reg, Strategic PO PO

Contract,

PO or Key) Sourcing (Interfaced) (Interfaced)

As POs proceed from entry to dispatch, Cardinal tracks details
and collects analysis information to facilitate future purchases.

SeteVA PO
Type, Update PO
(Acctg. Distrib,
Buyer Name,
Etc.)

+ PO key components include a header, lines, schedules, and
distributions.

A 4 A

Submit PO for

« A PO s identified by an ID that is unique within a purchasing et tom.
. « Req.)
business unit. q

Dispatch (Batch
or Manual)

No A

« Cardinal automatically generates a PO ID number. \ / \
Edit & Resubmit Receive ltems (i
or Cancel required)
Note: POs keyed into Cardinal, Strategic Sourcing POs, and

f

SiteManager POs are interfaced to eVA after being dispatched. 3
(Only RO1 type POs transmit to eVA.) E;d




/,) Purchase Order Process (continued)
/

v v v

A(ég/clJdeFaitg oo Cardinal eVA SiteManager
Copriltractq. ’ Strategic PO PO
PO or Key) Sourcing (Interfaced) (Interfaced)

Set eVA PO
Type, Update PO
(Acctg. Distrib,
Buyer Name,
Etc.)

A A 4

Submit PO for
Approval (if not

Dispatch (Batch

Approved? Yes—»

created from or Manual)
Req.)
No v
Edit & Resubmit/ Receive tems (if,

orCancel /[~ required)

Note: Cardinal POs, Strategic Sourcing POs, and SiteManager POs are interfaced to eVA after being dispatched. (Only
RO1 type POs transmit to eVA.)



/’) Integration with Accounts Payable
/

Processing a PO involves the Accounts Payable module in the matching process. Matching ensures that payment is made
for what was ordered and received by comparing vouchers with POs and receiving documents.

« Two-way matching: For POs that do not require receiving, the PO and voucher are compared. (i.e. professional services
and SiteManager).

« Three-way matching: For POs that have receiving, the PO, receipt, and voucher are compared.

i e e e e T R SR ettt L
G S e e e s e | Progect Accounting , 4!
' | : ! ¢ t 1 H
: | | | | :
| | 3 - Baling !
| Benetts Attendance : } Costing Contracts I i
| —_— m— | BRSNS [ : WP e A g ===\ | l L
| [ | |
| | | |
H A== = = | :
n Expenses HL : R - :
' | General 1 |
: : : [‘f" Ledger | : Recevable :
| Accounts | Ganeraf Ladger : _______
| Payable i NSy S po—
1
| AcaDunts Payabie |
i e e e e e e e S D T e S fm——
| | : jmi :
|
| | Procurement Strategc ebr ¢ Purdt |
| Contracts Sourang - :
|
| |
| | | |
| |



}) Integration with Accounts Payable (continued)

e
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y Interfaces with eVA and SiteManager
J/

The PO process interfaces with eVA:

« POs and change orders that are created in eVA are imported daily from eVA. R :

« POs and change orders created in Cardinal are exported to eVA.
This interface does not send attachments. .~ = '
PCard Issuer Sltel"lanager
 When required, a designated Administrative Services et \ /
Division (ASD) staff member uploads attachments into eVA. 7
* In Cardinal only accounting distribution changes can be g e S P ‘
made to POs that originated in eVA. All other changesto i | e
an eVA PO are made in the eVA system and interfaced CARDINAL|
back into Cardinal. / e \
!fe\m I Fle'IS
Reconciliation
Reporting DB
The PO process interfaces with SiteManager: ISSP Vendor

« SiteManager sends construction and maintenance contract records to Cardinal, where it is used to create contracts and
POs.

13



}) Lesson 1. Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the question and make note of your
answer below.

-

1. is a commitment from an agency to suppliers to purchase goods or services from that
supplier.

Y4

2. are the four components of a purchase order.

AN

\(

3. Who can create a PO?

VAN

14



}) Lesson 1. Checkpoint (continued)
/

-

@ 4. Who can create a requisition?

\_




}) Lesson 1: Summary
/

‘ Understand Purchase Orders

In this lesson, you learned:

* Processing Purchase Orders

* Purchasing Key Concepts

* Procurement functional areas modules: Purchasing, eProcurement, Strategic Sourcing, and Procurement Contracts
« Change orders are used to add items, increase/decrease quantities, and change prices or ship to values

* How Purchasing integrates with Accounts Payable

* How Purchasing interfaces with eVA and SiteManager

16



}j Lesson 2: Introduction
Y4

‘ Processing Purchase Orders

This lesson covers the following topics:

Purchase Order Basics

« Creating Purchase Orders

« Managing eVA Purchase Orders

«  Submitting Purchase Orders for Approval

» Dispatching and Printing Purchase Orders

17



@ Purchase Order Basics
J

* Purchase Orders (POs) are commitments from an organization to suppliers to purchase goods or services from that
supplier. The purchase information, such as item, quantity, freight terms, shipping terms, payments terms, and shipping
instructions, is listed on the document and is part of the contractual nature of the PO.

« All purchases must have a purchase order, but not all purchase orders need a requisition. If a good or a service is
already on contract, a requisition is not generally required. Exception: All inventory issue and restock transactions must

be done using a requisition.

Create
Requisition

PO
Create PO #

Create
Requisition
or

PO

Contract

\/\




74 Purchase Order Basics (continued)
/

When a contract already exists, a requisition is not always necessary. A purchase order can be created against the

contract and avoid additional steps.
When a contract does not exist, the end user has two options after the requisition is created:

Create a Sourcing Event - Once approved, the requisition goes through a solicitation process, which involves
creating a sourcing event. This process allows suppliers to bid against the event. Winning bidders are awarded a

contract or purchase order.
Copy the Requisition to Purchase Order - When the value of goods or services falls within the range of a small

purchase, or is otherwise permitted in accordance with the Agency Procurement and Surplus Property Manual
(APSPM), the Buyer can copy the requisition directly into the PO, rather than creating a sourcing event and awarding

a contract.

Create
Contract
or
PO?

Create
Contract

\ Create PO

Create
Sourcing Event

Create
Sourcing Event

Requisition
(No Contract Exists)

Copy
Requisition
to
PO

/
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p/ Creating Purchase Orders
/

There are three ways to create a PO:
« Key directly into Cardinal

+ Copying a:

Favorites = Main Menu = » Purchasing = » Purchase Orders = > Add/Updaie POs
» Requisition - Use an existing requisition as a template
to create a new PO. This creates an electronic link

from the PO to the requisition.

Purchase Order

Find an Existing Value || Add a New Value

» Purchase order - Copy an existing PO to order the

same items.
Business Unit|50100 |3y
« Contract - Copy from an existing contract to save time PO IDNEXT
on data entry. Multiple contracts can be copied into an
existing PO. T

 Award a Strategic Sourcing event to a PO
(i.e. Invitation For Bid).

Find an Existing Value | Add a New Value

Navigate to create a PO using the following path:

Main Menu > Purchasing > Purchase Orders > Add/Update
POs

20



@ Creating Purchase Orders (continued)
/

Purchase Orders can be set to quantity or to amount only. Using amount only allows for the receipt by invoice amount.
Receive by Quantity

If ordering inventory or items that are specific by count, establish a PO with a predetermined quantity of items at a fixed
rate/price per item. Therefore, set your PO to receive based on the quantities delivered or completed.

Receive by Amount

If ordering a service or project that is based on a lump sum, you would establish a PO that allows receiving of the invoice
amounts (dollar), not the quantity. Therefore, set the PO to Amount Only and receive the invoice amount based on the
dollars only.

For more detailed information about creating purchase orders, see the job aid entitled 501 PR344: Purchase Orders
located on the Cardinal website in Job Aids under Learning.

21



/p/ Creating Purchase Orders (continued)

The first page of the Purchase Order opens to the Add a New Value tab. The Business Unit field defaults to the agency
(i.e., 50100 for VDOT) and PO ID defaults to NEXT. Cardinal will create the PO ID number automatically. Do not change the
PO ID.

Favorites - hain Menu - » Purchasing-= > Purchase Orders - > Add/Update POs

Purchase Order

Find an Existing Value Add a New Value

Business Unit 530100 |y
PO IDNEXT

Add

Find an Existing Value | Add a New Value




,} Creating Purchase Orders (continued)
/

Purchase Order (PO):
A Purchase Order is composed of several sections, including the Header, Lines, Schedule, and Distribution information.
We will also discuss Supplier Details, Header Details, PO Defaults, and Line Details.

Options include add, update, and cancel PO lines, as well as correct PO data such as PO lines, quantities, price, distributions, ship
to locations, eVA purchase order type, and comments, as needed.

Favorites ~ Main Menu~ > Purchasingv » PurchaseOrders~ > Add/Updste POs
Maintain Purchase Order
Purchase Order

Business Unit 50100 PO Status Dizpatchad A X
POID 0001185122
CopyFrom[ v | ") Hold From Further Processing
v Header (2
*PO Date rC~4-’1ﬁ~’2019 ',;‘: Supplier Search
*Supplier S B COX IN-001 Backorder Status  Not Backorderad Create BackOnder
*Supplier ID 0000032188 S 5.COX Incorporated Receipt Status Partial _

*Buyer TERESATYLER  |Q  Tyier, Teresa (VDOT) *Dispatch Methudv[ e v
eVAPO Type P01 IQ  moyine Bill vandor
*eVA Order Method URL_|Q
VA Interfaced SEVA |Q
Activity Summary eVA Dttm  04/18/12 4:20:45FM

andiill for Stumos =2
PO Reference =2ndfil for Stumps and logs

Web IMS?: L

F 2 Edit Commants
PO Activities Add ShipTo Comments Amount Summary (2

Requisitions Document Status
~ Agtions Merchandise 5.000.00 (ErrEeEl
FreightTaxMisc. 0.00 [ Calculate F)
Total Amount 5,000.00 USD
Add Items From (2 Select Lines To Display 2
Catalog tem Search Search for Lines Line Q To L Q ‘ Retrieve |
Purchasing Kit
Lines (2 Personalize | Find | View All | (2 | [:3 First ‘4' 10f1 » Last
| Detaits || ShipToiDue Date || Statuses || ltem Information || Attioutes || RFQ || Contrzet || Receiving | [
S s 5 Merchandise
Line Item Description POGty *UOM Category Price Amount Sttus 23

1 234850800 AL SERICES LN @3 [ 2000000 TN sas4s50 2500000 500000 Approved @ [T # (=)




’) Creating Purchase Orders (continued)
/

Favorites = | Main Menu~ > Purchasing~ » PurchaseOrders~ > Add/Updste POs
Maintain Purchase Order

Purchase Order

Business Unit 50100 PO Status Dispatched A x
POID QoC1125122

Copy From | Y| [ Hold From Further Processing
~ Header (2

*PQO Date 2+/18/2018 ) Supplier Search
Backorder Status Mot Backorderad
- S - Craate BackOrder
*Supplier S B COX IN-001 T
*Supplier ID 0000032186 _S_ _B_(_:Q_)S Incorporaied Receipt Status Partial
TERESATVLER | - ; Dispatch
*Buyer TERESATYLER Q Tyier, Teresa (VDOT) *Dispatch Method |70t

eVAPOType R01 QU goytine Bill Vendor

PO Reference =2ndfill for Stumps and logs
*aVA Order Method JRL |Q

- 7] e
Web IMS?: SVA Interfaced SEVA |Q
Header Details Activity Summary eVA Dttm  04/18/12 4:20:45PM
PO Dafaults Edit Commeants
PO Activities Add ShipTo Comments Amount Summary (2
Requisitions Document Status : |
~ Actionz Merchandise 5.000.00 e
FreightTax/Misc. 0.0C @
Total Amount 5,000.00 USD
Add ltems From 2/ ‘ Select Lines To Display (2
Caizlog Itam Search Search for Lines Line ]Q Tol Q Retriave
Purchasing Kit
Lines (2} Personalize | Find | View All | (2 | @ First ‘4 10of1 '} Last
I Details H Ship To/Due Date ” Statuses ” ltem Information H Atiributes ” RFQ ” Contract ” Receiving I [F=»
Line Item Description POGly *UOM  Category Price ~ Merchandise ' giatus

Feit A ERVICES LA a2 | ——— — = q o=
1 84650-800 e e EANEE €& [ 2000000 LTN  ees4850 25.00000 500000 Agproved @ [ #) (=)

-,




7} Creating Purchase Orders: Supplier Detalls

(L,

V4

From the Maintain Purchase Order — Purchase
Order page, clicking on the Supplier Details

hyperlink displays the Maintain Purchase Order
— Supplier Details pop-up window. This window
a"OWS VleWIng or edltmg the Supp“er Locatlon’ Business Unit 50100 POID 0001185122 Supplier 3B COX IN-001
Address, Contacts, and payment terms.

PO Supplier Information

Maintain Purchase Order

Supplier Details -- S B COX Incorporated

*|ocation MAIN Supplier Information
Terms 30 Net 30
For construction and professional services *Address | Show Address Details_ | Basis Date Type|Inv Date
purchase orders, the Terms are set to 00 (Due Contact | Show Contact Details |
Salesperson Q| Show Salesperson Details |

Immediately) and the Basis Date Type is set to
Inv Date.

Supplier Details Message

For goods and services, the payment terms are Country USA United States

Prefix
set to 30 Days and Prompt Payment type. Address 1 PO BOX 7757 o smrese
Address 2 Prefix 1
eVA VLIN VA10053587 Phone 550/278-9275

eVA Address ID EVAADT4524
City RICHMOND

County 023399321 Postal 23231

State VA \irginia

0K || cancel || Refresh




},\/ Creating Purchase Orders: Header Detalls
/

From the Maintain Purchase Order — Purchase Order page, clicking on the Header Details hyperlink displays the PO
Header Details pop-up window. This window displays the Billing Location which defaulted based on preconfigured Buyer

preferences. View or edit the location as necessary.

The PO Type, Currency Code, and Tax Exempt ID should not be changed.

PO Header Details

Currency Code UsD Exchange Rate Detail

Rate Date 01/01/1901
Rate Type CRERNT

Process Control Option

| Dispatch

*Method | Print v

OK || Cancel || Refresh |

Base Currency USD
Exchange Rate 1.00000000

Acknowledgements required for Mot required

PO Details
Supplier 5B COX IN-001 PO Date 04/16/2019
*PO Type GEN Q
o
Billing Location CHSTFD R Billing Address Tax Exempt
ID 546001730
Origin ©NL Q. Online Letter of Credit ID Q
| Use One Ship To Ship To CHSTFD RES
Currency

26



p/ Creating Purchase Orders: PO Defaults
/

From the Maintain Purchase Order — Purchase Order page, clicking on the PO Defaults hyperlink opens the Purchase Order
Defaults pop-up window. This window displays the Ship To location which defaulted based on preconfigured Buyer preferences.
View or edit the location as necessary.

In the Default Options section, a Default chart of accounts may be set for all line items on the PO or Override defaulting values or
existing chart of accounts when copying in a PO.

In the Schedule section, the Ship Via and Freight Terms Code default and should generally not be changed.

Furchase Order Defaults
Business Unit 50100 POID 0001195122 Supplier 5B COX IN-001
Default Options (7
) Default IT you select this option, the default values enterad on this page are treated as part of the defaulting logic and are only applied if no ofher
default values are found for each field. [T default values already exist in the hierarchy, they are used, and the values on this page are not
Lused.
18 Override . _ _ . ) . . . )
IT you select this option, all default values entered on this page override the default values found in the default hierarchy.
Line
Category Q Unit of Measure Q
Schedule
Ship To CHSTFDRES  |Q  chesterfield Residency Ultimate Use Code Q
Due [2|.=.|tneI IEJ Original Promise Date E
Ship Via COMMON Q Freight Terms Code FOB DEST Q
Arbitration Q Freight Charge Method v |

=Distribute E!'_u.r| Cuantity T ione Time Address 27




fp/ Creating Purchase Orders: Line Detalls

From the Maintain Purchase Order — Purchase Order page, clicking on the Line Details icon to the left of each PO line opens the
Details for Line pop-up window.

This window shows all information related to the PO line on just one page, instead of clicking through the tabs.

Details for Line 1

Use the Expand All hyperlink to expand the page.

POID 0001185122 Supplier $ B COX IN-001
Line 1 Item ID 85354650800 LANDFILL SERVICES LANDFILL 3ER

Line Details

In this example, the Amount Only checkbox is checked.

Category 9834650 Line Status Approved x A
Description LANDFILL SERVICES Backorder Status Mot
Backordered
Category ID 27945 Amount Summary
Amount to Receive 176.000 usD Merchandise Amount 5,000.00 uUsD
Guantity to Receive 7.0400 Doc. Base Amt 5.000.00 UsD

Item Availability

Transaction tem Description
LAMDFILL SERVICES LAMDFILL SERVICES, TOM

Preferred Language Item Description
LAMDFILL SERVICES LAMDFILL SERVICES, TON

I Expand AIII Collapse All
¥ tem Information

Supplier's Catalog

Device Tracking
Supplier ltem ID

Manufacturer [D Q
Description
Manufacturer's ltem ID

UPN Type
UPN ID [} Withholding Code Q

Q ' Withholding

Replenish Code Standard
Attributes

Physical Nature [ Goods
*Price Qtyl Scheduls Quantity v
[FO

*Price

 Amountonly | 28




’) Creating Purchase Orders: Line Detalls (continued)
/

Details for Line 1

POID 0001195122

Line 1

Supplier S B COX IN-001
Item ID 2554650800

LAMDFILL SERVICES LAMDFILL SER

[ Line Details

Category 9554650
Description LAMDFILL SERVICES

Category 1D 27845
Amount to Receive 175.000
Quantity to Receive 7.0400

Item Availability

Transaction ltem Description
LAMDFILL SERVICES LAMDFILL SERVICES, TOM

Preferred Language ltem Description
LAMDFILL SERVICES LAMDFILL SERVICES, TOM

UsD

Line Status Approved x A
Backorder Status Mot

Backordered
Amount Summary
Merchandise Amount 5,000.00 UsD
Doc. Base Amt 5.000.00 5D

Expand All Caollapze All

| Item Information

Supplier's Catalog
Supplier Item 1D

Device Tracking

Manufacturer ID|

Deszcription

Manufacturer's ltem ID

UPN TypEIZlQ

UPNID!

Beplanizh Code  Stapdard

[ withholding
Withholding Codel |

+ Attributes

Physical Nature So0ds

*Price Qtj,r' Schedule Quantity

*Price Date| ale}

29



’} Creating Purchase Orders: Additional Details
/

After clicking on Expand All on the Maintain Purchase Order — Line Details page by scrolling down, you can see additional
details related to the PO line are displayed.

v RFQ

W Attributes

Physical Hatur&! Services

*Price Oty CITE 0Ty

)
T

*Price Date DUE

RFQ 1D

w Contract

Contract 5etlD STATE
Contract o 0000000000000000000045185

Contract Version ED\ ﬁ

Contract Line | =
Category Line Humber |:|Q

Group |IDD  LCT2
Confract Details
Milestone Line
Release 1

* Receiving

*Receiving Required  Feguired

= nspection F-lequfred'

Inspect ID

CK

|| Cancel || Refrash

Line

GPO Contract

GPOID
GPO Contract

Close Short

30



/
L,

/2

Creating Purchase Orders: Copy From

From the Maintain Purchase Order — Purchase Order page, create a PO by copying it from an existing document using the

Copy From drop-down menu.

Maintain Purchase Order
Purchase Order

Business Unit 50100
POID MEXT

Copy From{)
Contract

D1 [
*Supplier
*Supplier ID
*Buyer DEBBIE.BELL

PO Reference

Web IMS?:

Header Details

PO Defaults

PO Activities
* Actions

Add [tems From (¥

Catalog
Purchasing Kit

Lines (7
Details Ship To/Due Date Statuses

Line ltem

View Approvals
[F'save ||| Motify |[{* Refresh |

Fupplier Search
Q Supplier Details

Q. Bell, Debbie (VDOT)

Activity Summary
Add Comments
Add ShipTo Comments

Item Search

Item Information Aftributes RFQ

Description

Y —

Favorites = | Main Menu = » Purchasing » Purchase Orders= » AddfUpdate POs

PO Status  Initial

[ Hold From Further Processing

Receipt Status Mot Recvd

*Dispatch Method

Dispatch

eVA PO Type RO1  |QL  Routing Bill Vendor

VA Order Method PRNT

eVA Interfaced MSEV
eVA Ditm

Amount Summary (7

Merchandise 0.00
FreightTax/Misc. 0.00
Total Amount 0.00 UsD

Calculate

Personalize | Find | View All | (7 | B First ‘4" 10of1 '*' Last

Contract | Receiving | [=9)

PO Gy *UOM Category Price

Q Q 0

Merchandise

| Cloge Short All Lines

| *Go to]... More ...

W

Amount Status

0.000 Open ¢ E =

|[EL Add || 7] Update/Display

31



/;/ Creating Purchase Orders: Copy From (continued)
/

Steps to copy from an existing document:

*  When copying from a Requisition or Contract, enter the Supplier ID first.

* Click the Copy From drop-down menu.

« Select the type of document to be copied from (Contract, Purchase Order, or Requisition). The Copy Purchase Order

from Requisition, Purchase Order, or Contract page will open. When copying from a Contract, copy the entire

contract. For more detailed information about copying a single line from a contract, see the job aid entitled 501 PR344:
Purchase Orders located on the Cardinal website in Job Aids under Learning.

When copying a line from a contract, note that the contract selection displays on one tab. After completing the copy enter

the Contract ID on the Maintain Purchase Order — Purchase Order page in the Lines section, Contract tab, to

associate it to the contract.

Lines (7

EE—
Details || Ship To/Due Date || Statuses || ltem Information || Attributes || RFQ Receiving | [F50

Line Item Description SetiD Contract ID

| Close Short All Lines | *Goto|... More ..

Wiew Approvals

|FSave ||=]Mofify ||i* Refresh

[ontract Version

Contract Line

Q

Category Line Release

Q

Milestone Line GFOID

GPO Confract

Personalize | Find

32



,) Creating Purchase Orders: Copy From (continued)
/

After selecting the type of document to be copied from, a search page appears. The page will be based on the type of
document to be copied.

Maintain Purchase Order

| Copy Purchase Order from ﬁequisition |

R e T = = |
I Copy Furchase Order from Furchase Orderl :- L
Help

FO Selection g |Copy Purchase Order from Contract|

POI
Supplie Contract Selection Criteria

Re
Requi}

Supplier | Contract SetlD STATE Supplier|S B COXIN-001 |
Select Requisitid Buye Contract ID | |O\ Supplier ID @Q
’:‘“:T“E'”T"q PO Referen [] Allow Open Item Contract Only Master Contract|  |Q
.

Select Al ESCIECtRO Select Contract Personalize | Find | View All | (2] [
[ ComyTor0) HHE“ | Contracts || More Details |

[save | [[=I Noti SEIECt Select  SetlD Contract Description Supplier ID Begin Date

= O
Lok [l |  OK || Cancel || Refresh |

33



/;) Creating Purchase Orders: Copy From (continued)
/

Enter search criteria as required in the Selection Criteria section of the page and click the Search button.

Favorites « Main Menu - » Purchasing = > Purchase Orders~ >
Maintain Purchase Order

Copy Purchase Order from Requisition

Return to Main Page
+ Requisition Selection Criteria

Requisition Name

felye

Contract ID

Search

Select Requisition Lines
sourcing || Requisitions || Contract Information | ltem Substitution | &=

Select Catalog ltem *Supplier PO Qty PO UOM Item
O B2 Q. 114.0000 TNE
| Ex] Q. 3520.0000 YDK
Select All O crear an
| Copy To PO |

|[F]8ave ||[=]MNotify || Refresh

Add/Update POs

Business Unit 50100 Buyer Q.
Supplier ID| 0000033093 Q Origin Q
Category | e} Max Rows| 20
Requisition ID 0002270245 Q Include Reqs With No Supplier

Include Inventory ltems

O] Exclude Auto Source ltem

Deszcription
BITUMINOUS ASPHALT TYPE SM 9.5

FLEXIBLE PAVEMENT PLANMING (MI

Personalize | Find | View Al | 2 &

Req ID Line
0002270245 1 M
0002270245 2 M

First ‘4 1-20f2 '»' Last

Procurement Card Calc Price Schedule Split

[[4 Add || 2] Update/Display
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g/ Creating Purchase Orders: Copy From (continued)

Click the Search button and the items matching search criteria appear in the list at the bottom of the page. Review the items
and click the checkbox in the Select column for each item to be copied. Multiple items, such as multiple lines can be copied,

if desired.

After selecting the items to be copied, click the Copy to PO button.

Favaorites « | Main Menu = > Purchasing = > Purchase Orders » : Add/Update POs
Maintain Purchase Order
Copy Purchase Order from Requisition

Return to Main Page
w Requisition Selection Criteria

Business Unit 50100 Buyer Q
Supplier 1D 0000033093 Q Origin s}
Category Q Max Rows 20
Requisition 1D 0002270245 Q Include Reqgs With No Supplier

Requisition Name Include Inventory Items

Contract ID

55

Search O Exclude Auto Source Item

Select Requisition Lines Personalize | Find | View All | @I E First ‘4 1-20f2 '»' Last

Sourcing Requisitions Confract Information Item Substitution

Select Catalog ltem *Supplier PO Qty PO UOM  ltem Description Req ID Line Procurement Card Calc Price Schedule Split
Exd Q 114.0000 TNE BITUMINOUS ASFHALT TYPE SM 9.5 0002270245 1 N
O EH Q1 3520.0000 YDK FLEXIBLE PAVEMENT PLANNING (Ml 0002270245 2 N
Select Al O crearan
I | Copy To PO ||

[Flsave |[[=]Notify |[:* Refresh [y Add |[ %] UpdatesDisplay




,) Creating Purchase Orders: Copy From (continued)
/

The Purchase Order page displays with the item(s) selected.

Favorites v ‘ Main Menu v > Purchasingv > PurchaseOrdersv > Add/Update POs
Maintain Purchase Order
Purchase Order
Business Unit 50100 PO Status |[nitial
POID NEXT
Copy From [J Hold From Further Processing
v Header (7
*PO Date [1 ~|E  supplier Search
*SupplierLL CARTER 003 |Q Supplier Details
*Supplier ID (0000033093 |&  LLCarer & Son Inc Receipt Status  Not Recvd
*Bayer]| la Dispatch Method | Print ‘ v
- eVAPOT RO1T | : o
PO Reference | ype i,q Routine Bill Vendor
*eVA Order Method PRNT |Q
Web IMs?: [ €VA Interfaced [NSEV |Q
Header Details Activity Summary eVA Dttm
PO Defaults Edit Comments
PO Activities Add ShipTo Comments Amount Summary (?
~ Actions
Merchandise 44.140.80 V———
Freight/Tax/Misc. 0.00 | Calculate |
Total Amount 44 140.80 USD
Add Items From 7
Catalog ltem Search
Purchasing Kit
Lines 7 Personalize | Find | View All | 21| [} First '* 10f1 ' Last
Details HV Ship To/Due Date H- Statuses N Item Information H Aftributes H RFQ Mr Contract H Receiving —[ =»
Line Item BDescription PO Gty *UOM Category Price Mem:ar:gj:‘et Status
1 [ & [Brruminous P B [ 1140000/TNE |Qf (5503376 | [ 387.20000] 44,140.80 Open ® ES) El =
\ Close Short All Lines | *Go to [ More v]
View Approvals
[Fisave |[=|Nofify ||<* Refresh | |Ch Add || 5] Update/Display |




@ Creating Purchase Orders: Copy From (continued)
/

After copying the existing document information into the PO, some information may need to be added or changed, such as:

Update the Buyer

Date values which default and are not copied into the PO

Shipping and freight information that defaulted from the copied document

Schedule and distribution that defaulted from the copied document

Enter the Quantity or Amount

Note: When copying from a contract, note that the contract selection displays on one tab. The contract number can be
entered on the PO line to associate it to the contract.

After updating the fields as needed, click Save and a new PO is created. A PO ID is generated by Cardinal.
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V4

Once the PO Header section is complete, if needed, additional

line items may be associated with the PO.

To Add New Lines

« The Lines section contains links that allow selection of
items for the PO. Items can be selected or added by:

Key in, or look up, the National Institute of
Governmental Purchasing (NIGP) Item number, i.e.,
Item. This is the most common method to select an
Iltem. On each line, click on the magnifying glass next
to the Item field. The items listed will be narrowed
down to items related to the supplier you previously
selected. The UOM and Description field values
default from the item table.

Key in or look up the NIGP Category, i.e. Category.
On each line, click on the magnifying glass next to the
Category field. This method will not be limited to
items related to the chosen supplier. Complete the
UOM and Description fields. These fields become
available for entry after the Category is selected.

» Creating Purchase Orders: Items

Favorites v

| Main Menu~
Maintain Purchase Order
Purchase Order

Business Unit 50100
POID NEXT

Copy From[ ]
Header (7

*PO Date [11/08/2019 ]
*Supplier LL CARTER 003 |Q

*Supplier ID 0000033093 Q
*Buyer Q
PO Reference

Web Ims?: [J

> Purchasing~ >

Purchase Orders v >

Supplier Search
Supplier Details
LL Carter & Son Inc

Header Details Activity Summary
PO Defaults Edit Comments
PO Activities Add ShipTo Comments
~ Actions
Add Items From (7
Catalog Iltem Search
Purchasing Kit
Lines (7
Details Ship To/Due Date Statuses Item Information Aftributes
Line Item Bescription
1 & @ [BrumiNous [ 20 Y
Close Short All Lines
View Approvals
5)Save || Nofify ||<* Refresh

Add/Update POs

PO Status Initial

[J Hold From Further Processing

Receipt Status Not Recvd
*Dispatch Method
€VAPOType RO1_|Q  Routine Bill Vendor
*eVA Order Method PRNT |Q
eVA Interfaced NSEV |Q

€VA Ditm

Amount Summary (?

Merchandise
Freight/Tax/Misc.
Total Amount

RFQ || Contract || Receiving | =)

PO Gty *UOM Category

114.0000|[TNE | Q |5503376 Q|

44,140.80
0.00

44,140.80 USD

[ Cacuate |

Personalize | Find | View Al | @] & First '+ 10f1 ‘* Last

S Merchandise
Price. Amount Status

387.20000 44,140.80 Open (@] =

*Go to|[... More ...

v]

[C4 Add || 7] Update/Display
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’j Creating Purchase Orders: Items (continued)
/

Close short processing is not used. Do not use the Close Short All Lines button.

The accounting distribution can be accessed from the Maintain Purchase Orders — Purchase Order page by clicking the
Schedule icon. From the Schedules page, click the Distributions/ChartFields icon.

LinesI ? Personalize | Find | View All | Lml E&l First 'Y 10f1 ‘! Last

| Details || Ship To/Due Date || Statuses || item Information || Attributes |

Line Item Description PO Qty *UOM Category Price Merc:?nng‘i;et Status
1 [ | [BrTUMINOUS C}2 ER [ 1140000/TNE |Q [5503376 | | 387.20000) 44,140.80 Open ® ES & =]

Close Short All Lines @ *Go to ... More ... v
View Approvals — —

[5lSave ||=] Nofify ||<* Refresh |

|4 Add || 5| Update/Display

Favorites « | Main Menu » Purchasing= > Purchase Orders= » Add/Update POs

| New Window | Personalize Page | &
Maintain Purchase Order

Schedules

Unit 50100
PO ID MEXT

Supplier LL CARTER -003 PO Status Initial
PO Date 11/0872019

Find | Wiew All First ‘4’ 10of1 '} Last
Line 1 Item BITUMINOUS ASPHALT TYPE SM 9.5 PO Qty

114.0000 TNEMerchandise Amt 44,140.80 USD
Schedules

Personalize | Find | View Al | I | [E5} First ‘4" 10f1 '*' Last
Details | Statuses || Shipment || Matching || Receiving || Ereignt || RTV | =0

Schedule - Ship To
Sched Details ‘Due Date Ship To

N Merchandise Price Miscellaneous Sched P ey .
Address pEC Gy price Amount SaEs Adjustment Charges Sales/Use Tax Distributions/ChartFields
1 B 11/08/2019  |[ |SALEM MAN|Q = 114.0000/ [ 337.20000] | 44,140.80| Active W P ) B = =l
Add ShipTo Commenis

|[Fsave |[=IHotity ||<3 Refresh

[E+ add | (%] Updatemisplay




,} Creating Purchase Orders - Items (continued)
/

Favorites = | Main Menu = » Purchasing~ > Purchase Orders= > Add/Update POs

Maintain Purchase Order

Purchase Order

Businesgs Unit 50100 PO Status Initial
PO ID HEXT
Copy From| V| [J Hold From Further Processing
* Header (%7

*P0 Date [11/08/2019 B Supplier Search
*Supplier|LL CARTER 003 |, sypplier Details

*Supplier 1D (0000033093 C,  LL Carter & Son Inc Receipt Status Mot Recvd
; Dispatch
T R “Dispatch Method [P

eVAPOType [R01 |0 poutine Bill Vendor

PO Reference|
=eVA Order Method [PRNT |2
web ims?: [ VA Interfaced [NSEV |0,
Header Details Activity Summary eVA Dttm
PO Defaults Edit Comments
PO Activities Add ShipTo Comments Amount Summary (7
= Aclions
Merchandise 44 140.80 I
Freight/Tax/Misc. 0.00 Calculate
Total Amount 44 140.30 USD
Add Items From (%
Cataleg Iltem Search
Purchasing Kit
Lines (% Personalize | Find | View All | Y] E First '4' 10f1 '}/ Last
Details || Ship To/Due Date || Statuses || ltem Information || Affributes | RFQ || Confract || Receiving | =0
Line Item Description PO Gty *UOM Category Price ME"""A;":L';‘; Status
1 & | |o [BITUMINOUS Sl B [ 1140000/TNE | (5503376 | [ 387.20000] 44,140.80 Open - &8 =]
| Close Short All Lines | *Goto[_ More |

View Approvals

|l save ||=]Motify ||{2 Refresh |5k Add || 5] Update/Display




;j Creating Purchase Orders: Distributions
/

A schedule may have one or more accounting distributions. ChartField values determine what fund, account, department,
etc. the schedule amount is charged to. If a PO line needs to use multiple SpeedCharts, click on the Multi-SpeedCharts link
and split as necessary.

Do not split or add additional schedules for a PO line. There should be only one schedule per PO line.

I EISEFIEUEIDTIE iur §C iEEUiE i
Unit 30100 Supplier LL CARTER -003
POID MEXT Item BITUMINOUS ASPHALT TYPE SM 9.5
Line 1
Schedule 1 Status Active
*Diztribute Eyr| Cuantity Vl Schedule Gty 114.0000
Merchandise Amount 44 140,80 USD
SpeedChart Qllu'rulti-SpeedCharts | Doc. Base Amount 44 140.80 USD
Distribution Personalize | Find | View All | (2] L First ‘%' 10f1 '*' Last
Chartfields | Details/Tax || Assetinformation || ReqDetail | Statuses | [0
Dist Status Percent PO Gty hhm:i:‘:.i_lﬁ Currency *GL Unit Entry Event *Account Fund Program Department
1 Open 100.0000/ [114.000C 44 140.20 USD [so100 | 0, [so12ss0 | 04100 |Q, [G04001 . [12098 a
L4 >
| ok || cancel || Refresh |




,) Creating Purchase Orders: Distributions (continued)
/

15 umons ror e e
Unit 50100 Supplier LL CARTER -003
POID NEXT Item BITUMINOUS ASPHALT TYPE SM 9.5
Line 1
Schedule 1 Status Active
*Distribute By [ Quanfity V| Schedule Qty 114.0000
Merchandise Amount 44 14080 U3D
SpeedChart | |Q|Mu“,-_5peedcham| Doc. Base Amount 44,140.80 USD
Distribution Personalize | Find | View all | (2| = First ‘%' 10of1 "% Last
| Charffields | Details/Tax || Assetinformation | Req Detail || Statuses | [
Diist Status Percent PO Gty "'Em:an:‘:liﬁ Currency *GLUnit  Entry Event *Account Fund Program Department
1 Open 100.0000 [114.000C 44,140.80 USD lso100 |Qy | |o, 5012550  |C (04100 |C 604001 |2, [12085 (s}
{ 2
Ok || Cancel || Refresh |




¢/ Creating Purchase Orders: Send for Approval
/

After updating the fields, return to the Maintain Purchase Order — Purchase Order page, click Save, and the PO is saved. A
PO ID value will be generated. The final step is to send the PO forward for supervisor approval.

* Click the PO Approval checkmark. The checkmark will disappear and the words Pend Appr will appear.

Favorites - | Main Menu - » Purchasing~ > Purchase Orders~ » Add/Update POs

Maintain Purchase Order

Purchase Order

Business Unit 50100 PO Statuzs  Open 4 b 4
POID 0001201103
Copy From [ Hold From Further Processing
Header (7
*p0 Date [11/08/2019 B Supplier Search
*supplier LL CARTER 003 | gyppfier Details
=Syupplier 1D 0000033093 Q,  LL Carter & Son Inc Receipt Status Mot Recvd
- Dipat
*Buyer CAROLINE. BUMBER|C{,  Bumbera, Caroline C. (VDOT) *Dispatch Method | 711
eVAPOT RO (o) : ;
PO Reference Stone Ype Routine Bill Yendor
*e\A Order Method |PRNT |
web msz: [ eVA Interfaced [NSEV |
Header Details Activity Summary eVA Dttm
PO Defaults Edit Comments
PO Activities Add ShipTo Commenis Amount Summary (7
Requisitions
- Actions Merchandise 44 14080
FreightTax/Misc. 0.00 AT
Total Amount 4414080 USD

PO Status Pend Appr X 43




}) Simulation: Creating a Purchase Order/Ad-Hoc
/

You will now view a simulation that demonstrates how to Create a Purchase Order/Ad-Hoc.
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http://www.cardinalproject.virginia.gov/Simulations/VDOT/Procurement/Processing%20Purchase%20Orders/index.html?Guid=745e7d1c-0b03-4ccb-a6be-78e93354f7e5&Mode=T&Back

#/ Managing eVA Purchase Orders
/

eVA Direct Orders (DOs) are loaded directly into Cardinal,
where corresponding purchase orders are created. This
allows for receiving and vouchering to occur.

The end user must update the PO with a valid Chart of
Accounts and Buyer name.

Important PO field information includes:

e PO ID -When an eVA PO is loaded into Cardinal, it is
assigned a PO ID.

. Purchase Order Reference - The eVA PO number is
loaded into the Purchase Order Reference field,
which can be used to search for the PO.

* Buyer - The Buyer name assigned to the PO is EVA
BUYER when the PO is first loaded. The Buyer
should update this name to their own name.

Favorites - i Main Menu » Purchasing~ > Purchaze Orders~

Purchase Order

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a MNew Value

Search Criteria

Business Unit[= /] 50100 Q
PO ID|begins with || 4
Purchase Order Date|= w| [
PO Status|= || |
Short Supplier M am& Q
Supplier ID Q
Supplier Name ]
Bwerbegmswinv] Q)
Buyer Name | begins vith | |2
PO Type|= v | v|
Purchase Order F'.ef&renc&| begins with »
Hold From Further Processing L]

[ case Sensitive
Limnit the number of results to (up to 300} 300

 Search || Clear | Basic Search |2 Save Search Criteria

Find an Existing Value | Add a Mew Value

AddfUpdate POs
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%/ Managing eVA Purchase Orders (continued)
/

Changing the Buyer value prompts a message to appear, asking if the default Ship To, Department ID, Location, and
Origin values should be changed. Click Cancel to maintain the prior default values.

Favorites « | Main Menu - » Purchasing~ » Purchase Orders~ » AddfUpdate POs

Maintain Purchase Order

Purchase Order

Busziness Unit 50100 PO Statuz Dispatched A x
PO ID 0001143973
Copy From v| [l Hold From Further Processing
¥ Header (7
*P0 Date ;ESFE?E—HTE—E] Supplier Search

Backorder Statuz Mot Backordered
*gupplier [VCE INC-001 Create BackOrder

Supplier Del
Message
=Supplier ID 0000054786 VCE ING
*Buyer | | Altman, Ka
Changing Buyer will change the default values ShipTo ID to NOVA TFO Dept 1D to 19011 Location to NOWVA TFO Crigin fo OML, continue fo
PO Reference retrofit the default values? (10200,290)
Web Ms7: [ . . ) A
Changing Buyer will change the default values. Press OK to continue refrofit all new default values to schedules and distributions. Press
Header Details Activity Sun| Cancel to retain the original ShipTo, Depariment ID, Location and Origin.
PO Defaults Edit Comms
PO Activities Add ShipTa - Ok J Cancel
Requisitions Document 3
* Actions Merchandise 203.00

FreightTax/Misc. 0.00 Calculate |

Total Amount 20800 USD




» Managing eVA Purchase Orders (continued)

(L,

V4

To complete the PO, the Buyer must enter the accounting distribution for each line on the PO. Click the PO Defaults link to
enter the accounting distribution for all lines. Or, update the distributions for each PO line one at a time by clicking on the
Schedule icon at the end of each PO line and then clicking on the Distribution icon at the end of the schedule line.

Favorites = | Main Menu = » Purchasing~ » Purchase Orders~ > Add/Update POs

Maintain Purchase Order
Purchase Order

Business Unit 50100 PO Status Dispatched A x
POID 0001143973

Copy From | wv| [ Hold From Further Processing
Header (7
*PQ Date 08162016 1 Supplier Search
Backorder Status Mot Backordered
. Create BackOrder
*Supplier VCE INC-001 Supplier Details
*gypplier ID 0000054786 VCE INC Receipt Statugs Received

*Dispatch Method Dispatch

eVAPO Type ROT  |Q o ine Bill Vendor

*Buyer CARCLINE.BUMBER|T,  Bumbera, Carcline C. (VDOT)

PO Reference
*eVWA Order Method PRNT |
web IM5?: [ eVA Interfaced SEVA |Q
Header Details Activity Summany eVA Dttm  03M7M6 9:00:354M
PO Defaultst Edit Comments
PO Activities Add ShipTo Commenis Amount Summary (7
Requisitions Document Status :
* Actions Merchandize 20200
FreightTax/Misc. 0.00 Cakukite

Total Amount 205.00 USD




#/ Managing eVA Purchase Orders (continued)
/

Favorites - | Main Menu »  Purchasing ~
Maintain Purchase Order
Purchase Order

Busginess Unit 50100
POID 0001143973

Copy From | W
Header (%
*PO Date [08/16/2016 5

»Supplier VCE INC-001

*Supplier ID 0000054786

*Buyer [CAROLINE.BUMBER| 2,

PO Reference

Web ims?: [

Header Details

PO Activities
Requisitions
= Aclions

»  Purchaze Orders ~ >

Supplier Search

Supplier Details
VCE IMC

Bumbera, Caroline C. (WVDOT)

Activity Summanry
Edit Comments
Add ShipTo Comments

Document Status

Add/Update POs

PO Status Dispatched A b4

[ Hold From Further Processing

Backorder Status Mot Backordered

Create BackOrder

Receipt Status Received

*Dispatch Method | Print v | Dizpatch

eVAPOType RO |Q  potine Bill Vendor

=eVA Order Method [PRNT |

eVA Interfaced [SEVA |
eVA Ditm  03/M17M6 9:00:354M
Amount Summary (7
Merchandise 203.00
FreightTax/Misc. 0.00 Cakcukile

Total Amount 205.00 USD
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#/ Managing eVA Purchase Orders: PO Defaults
/

Enter the accounting distribution for all PO lines by entering the information on the Maintain Purchase Order - Purchase

Order Defaults pop-up window. Click OK. The Maintain Purchase Order - Retrofit field changes to "all" existing PO
lines/schedules/distributions..... page will open.

Purchase Order Defaults
Business Unit 50100 POID 0001143973 Supplier VCE INC-001
Default Options
ﬁnefault If you select this option, the default values entered on thiz page are freated as part of the defaulting logic and are only applied if no other
default values are found for each field. If default values already exist in the hierarchy, they are used, and the values on this page are not
used.
® Override : . : . . .
If you select this opfion, all default values entered on this page ovemnide the default values found in the default hierarchy.
Line
Category a, Unit of Measure a,
Schedule
Ship To NOVA TFO Q. NOVA Traffic Field Ops (Ship) Ultimate Use Code Q
Due Date [#] Original Promise Date [z
Ship Via COMMOMN a Freight Terms Code |FOBE DEST Q
Arbitration Q Freight Charge Method | v
*Digtribute By One Time Address
Distribution
SpeedChart Q
Distributions Personalize | Find | View Al | £ E First ‘%' 10of1 ‘" Last
Chartfields || Assetinformation | [FE0
Dist Percent GL Unit Entry Event Account Fund Program Department Cost Center
[}
1 100.0000 s0100 |3 2 5013120 O (04100 Q899001 2 19011 11120010 ]
LY |
| ok || cancel || Refresh |




,} Managing eVA Purchase Orders: Distributions
/

On the Maintain Purchase Order - Retrofit field changes to "all" existing PO lines/schedules/distributions

Select the Apply to All Distribs checkbox next to all ChartField values to be applied to all

distributions lines.

If a value cannot be selected to Apply to All Distribs, be sure to Click the Apply checkbox to include it.

Click OK.

PO Default Retrofit
Maintain Purchase Order

Retrofit field changes to "all" existing PO lines/schedules/distributions._..

Business Unit 30100 POID 0001143973 Supplier VCE INC-001

For Line and Schedule defaults, Select "apply' fo apply changes to all lines and schedules.
For Distrivution defaulizs, Select "Apply' to apply changes to the Distrib Line.

Example: If you select 'Apply' for Distrib Line 3, the change is applied fo each Disfrib Line 3 on the PO.
Select "Apply to All Distribs’ to apply changes to all distribution lines on the PO.

Retrofit Field Selection Perzonalize | Find | View &l | LE'| l:i.l First ‘4’ 1-30f3 ‘P Last

Apply Disfrib Line  Field Name Field Value Apply to All Distribs
[+ Ship To MOWVA TFD
] 1 Department 19011
O 1 Location NOVA TFO M
[ Selectal [ clear an
| Cancel || Refresh

pop-up:
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Managing eVA Purchase Orders: Distributions (continued)

Once the distribution values have been added:

Deselect the Hold From Further Processing checkbox.

Click Save.

Favorites = | Main Menu = »  Purchasing ~

Maintain Purchase Order
Purchase Order
Business Unit 50100

POID 0001143973
Change Order 1

Copy From
Header (7
*PO Date |08MG/2016 [
*Supplier VCE INC-001
+Supplier D 0000054736
*Buyer CAROLINE BUMBER,

» Purchase Orders » >

Gurrent Change Reason

Supplier Search

Supplier Details
VCE INC

Bumbera, Caroline C. (WVDOT)

Add/Update POs

PO Status  Approved

A X

[ Hold From Further Processing

Backorder 5tatus Mot Backordered

Receipt Status Received

Create BackOrder

*Dispatch Method [Print

~] | Dispatch |

eVA PO Type RO1T | Q4

Routine Bill Vendor

PO Reference
*eVA Order Method PRNT | O
Web IMs2: [ €VA Interfaced [RSEV |
Header Details Activity Summary eVA Ditm  08/M7/16 9:00:35AM
PO Defaults Edit Comments
PO Aclivities Add ShipTe Comments Amount Summary (2
Requisitions Document Status
- Actions Merchandise 208.00 _
FreightTaxiMisc. 0.00 | Calulaste |
Total Amount 208.00 USD
Add Items From (% Select Lines To Display (7
Gatalog Item Search Search for Lines Line Q, To a | Retrieve
P ing Kit

Lines (%

Details ‘Ship To/Due Date Statuses ltem Information

Line Item Description

Aftributes RFQ Contract

Personalize | Find | View Al | (2] B First ‘4 120f2 '}/ Last

Receiving | [F=¥

PO Gty "UOM  Category Price

Merchandise g0 o
nt

BANNERS, PENNANTS, AND
DECORATIVE FANS, DRAPES, AND

1 [ 3501001000 PULL DOW BANNERS, PENNANTS, =8
AND DECORATIVE FANS, DRAPES,
AND PULL DOWY

COURIER/DELIVERY SERVICES
{INCLUDING AIR COURIER
2 [ 9522401000 ‘SERVICES) COURIER/DELIVERY f\i
SERVICES (INCLUDING AIR
‘COURIER SERVICES)

Close Shart All Lines.
vals

Save | |2 Retum to Search | |[=] Notity || <% Refresh
|

3501001 95.00000) 192.00 Approved (=] ES} ®l =

20000 HUR 9622401 5.00000) 16.00 Approved [l = E =

*Go to [ More 4

[k Ada || 5] Update/Display
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V4

eVA Direct Orders (DOs) come into Cardinal with an
Approved status. Material modifications (such as adding a
line, changing quantities or prices, etc.) made to an eVA PO
are not done in Cardinal.

When changes are required, they must be performed on the
PO in eVA, and then the PO change order will be interfaced
back to Cardinal.

A dispatched PO flows to eVA for reporting purposes. If the
supplier is set up in eVA as URL dispatch, the PO is sent
electronically to the supplier. If not, the Buyer should print the
PO and send it to the supplier.

Dispatching POs is discussed later in the course.

» Managing eVA Purchase Orders (continued)

Maintain Purchase Order
Purchase Order

Business Unit 50100
POID 0001045199

Copyfom[___ V]

Header (2

*PO Date 1110872012 o
*Supplier JAMES RIVER 50 |0,

*Supplier 1D 0000015878 Q
*Buyer EVA.BUYER Q

PO Reference DO1541923

Web ms?: (]

Header Details
PO Defaulls
PO Activiies
Requisitions

* Actions

Add Items From (7

Catalog
Purchasing Kit

Lines (7

Details | Ship To/Due Date || Statuses | Hem Information || Affributes | RFQ:

Supplier Search
Supplier Details

James River Solutions

Activity Summary

Edit Comments

Add ShipTo Gomments
Document Status

ltem Search

Line Item Description

PO Status  Approved

[Hold From Further Processing

Receipt Status Mot Recvd
*Digpatch Method

€VA PO Type EVP
*eVA Order Method EXCP | C

| Dispatch |

eVA Purchase Order

VA Interfaced ¥ Q
eVADHm  11/0912 T:04:164M
eVAPOID DO1541923
Amount Summary (7

Merchandise 0.00 —_—
0.00 Calculate
FreightTaxiMisc. . - -

Total Amount 000 UsSD

Select Lines To Display (7

Search for Lines Line Q To Q | Relrieve |

Personalize | Find | View All | ﬂ] D First ‘4 1202 "' Last

Confract | Receiving

Merchandise 5

FOQly *UOM  Category Price tatus.

Amount
1 T2 (4050935500 a @, [ 7500000016 |0y 4050935 3.47400) 2605500 Canceled () E] E =
2 2 [4050835820 Q @, [ 7s00.0000/[1G|Q 4050935 0.00880 g75Cancd (0 [T E[E
‘W| *Goto .. More ... v
View Approvals
[5)save ||/ch Retum to Search Previousin List | |45 MextinList ||=]Mofify | ¥ Refresh [Ey Add || B Update/Display
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@ Submitting Purchase Orders for Approval
/

POs created without a requisition require an approval.

POs created from a requisition or awarded from a Strategic Sourcing event are built with an approved status, since they have
already been approved.

POs interfaced from eVA are loaded with an approved status, since the POs were created in eVA and have already been
approved.
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fp/ Submitting Purchase Orders for Approval (continued)

Email notifications, with links to worklists items, are sent to
Supervisors as a notification that POs require approval.

Supervisors are also notified via their worklists in Cardinal.
From their worklists, Supervisors can click the link next to the
PO that requires approval. This link takes them to the
Purchase Order Approval page, where they can Approve,
Deny, or Hold the PO. The Supervisor clicks the desired
button at the bottom of the page to approve, hold, or deny the
PO. If the Supervisor denies the PO, it is routed back to the
Buyer to be updated or cancelled.

Cardinal sends a reminder email if the PO is not worked within
24 hours. POs must be approved within 48 hours, or the PO
is routed to the Supervisor’s Supervisor.

For more detailed information about PO approvals, see the
course entitled 501 PR343: Procurement Approvals located
on the Cardinal website in Course Materials under
Learning.

Favectes v Main Menu v > Workisty 5 Workist

Purchase Order Approval

Ewsiness Unit 50100
POID 0001143552
FO Total 312375 UsO
Suppler 10 0002032093  LL Carder 8 Soninc
Buyer GEORGE MASON
PO Reference Stone
[ Empo___
¥ Review Lines

Line Details

Select Line Rem Desoripticn Quanity UOM Price

[} 1 STONE NO. 1, STONE 1250020 LTH 2453000

<
¥ seeara

Clear All View Lines Detads

Review! Edit Approvers
PQJCO for Supervisor Action
¥ Purchase Order 0001143552:Pending []start Kew Path
Buyer Supenvisor No Req
Pending

o MCAGAN JP E
Buyer's Supanasce

Approval Comments

PO Status Pend Apge
PO Date 01072047

Justification [No jusfiication enlered by Layer,

G
Personalce | Find | view 41| 5| 5

Orignad
Sebstiteted Bem

Nerchandise

Aol Description

Curency

31237580

Appecne Hoid Deny

Retum o Workdist

Fiest ‘4 1ot !

Last
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@ Dispatching and Printing Purchase Orders
/

Approved POs must be dispatched. A dispatched PO sets flags so the PO can be received and vouchered against.
Dispatching a PO does not send the PO to the supplier.

Dispatching the PO involves either the Buyer running the PO Dispatch process from the Maintain Purchase Order -
Purchase Order page or letting the batch process automatically dispatch the PO.

A dispatched PO flows to eVA for reporting purposes. If the supplier is set up in eVA as URL dispatch, the PO is sent
electronically to the supplier. If not, the Buyer should print the PO and send it to the supplier.

This process involves the following steps:
« PO Dispatch is a batch process that runs throughout the day.
« The status of the PO changes to Dispatched.

 The Buyer can print out the PO, or if the eVA order method is URL, the PO is sent to the supplier by eVA.

All POs are interfaced to eVA, except POs with eVA order method of Exception and originating in eVA.
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/p/ Dispatching and Printing Purchase Orders (continued)
/

A PO maybe dispatched by either going to the Maintain Purchase Order - Purchase Order page and clicking on the
Dispatch button, or by waiting for the automatic dispatch process to be run.

_{%aﬁrmﬂes-ﬂ | Main Menu ~ > Purchasing~ > Purchase Orders » > AddiUpdate POs

iMaintain Purchase Order

Purchase Order

Business Unit 30100 PO Status  Approved b4
POID 0001143552

Copy me| v| [Held From Further Processing
* Header (7)
*P0 Date |ﬂlf0?!2ll‘[? ]  Supplier Search
*Supplier L CARTER 003 X|Q,  guooier Details
*Supplier 1D |0000033093 Q,  LL Carter & Son Ing Receipt Status  Not Recvd
*Buyer GEORGEMASON Q.  MASON,GEORGE “Dispatch Method [Pint___ /|
] eVA PO Type RO " .
PO Reference [Stone . yp :l':]\ Routine Bill Vendor
*eVA Order Method PRNT |Q
Web Ms?: [ eVA Interfaced MSEV | O,
Header Details Activity Summary eVA Dttm
PO Defaults Add Comments
PO Activities Add ShipTe Comments Amount Summary (7]
Requisitions Document Status Merchandi 312375
- Api] erchandise 123,
Actions | Calculate
FreightTax/Misc. o.00

Total Amount 312375 USD




/,/ Dispatching and Printing Purchase Orders (continued)
/

A dispatched printed PO has a place for the Buyer’s signature. Navigate to the Dispatch POs page using the following path:

Main Menu > Purchasing > Purchase Orders > Dispatch POs

Enter the Business Unit and PO ID.

Check the Print BU Comments and Print PO Item Description checkbox.
Print another copy, by clicking the Print Copy checkbox (optional).

Click Run.

Favorites = | Main Menu + *  Purchasing+ * Purchase Crders~ * Dispatch POs

Dispatch POs

Run Control ID test123

Languape|English 7|

Process Request Parameters

'® Specified Language

Business Unit/50100

Te
PO ID 0001143565

[}
a

QSelsr.’f Purchase Crder

PO Status Dispaiched
Contract SetlD
Contract ID
Release
From Date
Through Date
Supplier ID
Buyer
Fax Cover Page

Template ID

[Fsave ||=] Motify

Q

Report Manager  Process Monitor

' Recipient's Language

Statuses to Include

Approved Dispatched Pending Cancel
Dispatch Methods to Include

“ Print “* FAX 7 EDX

I E-Mail “ Phone

Miscellaneous Options

*Chartfields | Valid Charifields ]

Change Orders Changed and UnChanged Orders v

L Print Changes Only #!Print BU Comments

) Test Dispatch # Print PO Item Description

[ Print Copy

[ Print Duplicate

5Sort By Sort by Line Number v

E% agd || 7] updateDisplay
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» Dispatching and Printing Purchase Orders (continued)
/

The PO may be printed as a PDF version, as a copy only. This printed version does not have a Buyer signature box.

Navigate to the Print POs page using the following path:

Main Menu > Purchasing > Purchase Orders > Review PO Information > Print POs

O

Favorites = | Main Menu - » Purchasing = * Purchase Orders > »* Review PO Information = *  Print POs
Print POs
- . Run
Run Contral ID testl23 Report Manager  Process Monitor
Language|English 7| ® gpecified Language ) Recipient's Languags
Report Request Parameters Statuses to Include
Business Unit 50100 |& To a, Approved Dispatched Canceled
Open Pending Completed

PO ID[0001143551 | Q Select Purchase Order

Miscellaneous Options
Contract SetlD

*Hald Status | On Hold AND Mot On Hold T
Contract ID ° s
Release sChartfields | Recycled AMD Valid Chartfields T
Erom Date Change Orders | UnChanged Orders T
Through Date Print Changes Only
| Print PO Item Description
Supplier ID ) Print Duplicate
Buyer Number Of Capies 1
Sort By[ Sort by Line Number v

[ save ||[=] Notify L% add || 7] Update/Display




/) Lesson 2: Checkpoint

Now IS your opportunity to check your understanding of the course material. Read the question and make note of your answer

below.

-

~N

Materials changes to POs interfaced from eVA into Cardinal are completed in eVA.

True or False

-

AN

Once the creation of the PO is started, you can identify the following and associate to the PO.

a) Items

b) Suppliers
c) Pricing

d) Comments

\_

~

3.

J

Match the correct answer to each question:

a) POs created without a requisition

b) POs interfaced fromeVA

c) POs created by the purchase order build process from a requisition_
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}) Lesson 2: Summary
/

‘ Processing Purchase Orders

In this lesson, you learned:

* You can create a PO without a requisition by awarding a Strategic Sourcing event or by copying a requisition, purchase
order, or contract.

+ POs that you create without a requisition require approval.

* POs created by the PO build process from a requisition are built with an Approved status.
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}) Lesson 3: Introduction
/s

‘ Maintain and Modify Purchase Orders (Change Orders)

This lesson covers the following topics:

* Create Change Orders for Purchase Order
« Approve Change Orders
* Purchase Order — Modify Accounting Distribution

» Change Order Helpful Hints
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p/ Create Change Orders for a PO
/

Except if interfaced from eVA or SiteManager, a change order is
created manually when a dispatched PO requires modifications

that affect any of the following: e || (I

* PO quantltles Purchase Order

. Shipping/billing addresses '

*Supplier I

* Add/cancel line items Buyer KELLEYYOUNG

PO Reference

In addition, since suppliers and agencies are charged eVA fees
based on the values of a PO, all PO’s must be reconciled to
match the received and paid amounts. If an update is needed
based on the reconciliation, it also creates a change order. T

*Supplier

Web IM5?

Maintain Purchase Order

Business Unit 50100
FOID 0001143567

d DO”ar Values CopyFromE

+pO Date DE032016
SHAWNS SMO-001

p 0000109030

Header Details
PO Defaults
PO Activities
Requisificns

~ Aclions

Catalog
Purchasing Kit

Supplier Search

Supplier Details

> Purchasing~ * Purchase Orders~ > AddUpdate POs

PO Status Dispatched E x

Hold From Further Processing

Backorder Status Mot Backordered

Young, Kelley (VDOT)

Activity Summary

Add Comments

Add ShipTo Comments
Document Status

Item Search

Receipt Status Received

“Dispatch Methoa [Pt 7]

Create BackOrder

Dispaich

evAPOType R1 | poutine Bill Vendor
*eVA Order Method [URL |,
eVA Interfaced [SEVA_|CL

eVA Dttm  03/09/16 9:01:264M

Amount Summary (7

Merchandise
FreightTax/Misc.

Total Amount

Select Lines To Display (7

Search for Lings Line

336.00
0.00
336.00 USD
A T Q

Calculate

Refrisve

To make a change to a PO that has been dispatched, i.e., change
order, use the Add/Update POs pages using the following path:

Main Menu > Purchasing > Purchase Orders > Add/Update
Pos

Using the Find Existing tab, search for the PO you wish to
change.
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p Create Change Orders for a PO (continued)
/

There are several ways to create a change order from the
Maintain Purchase Order — Purchase Order page:

*  Click the blue triangle in the top right corner to change
header information.

Favorites+ Main Manu ~ » Purchasing» > PurchaseOrders~ > AddMUpdate POs

Maintain Purchase Ordsr
Purchase Crder

Business Unit 50100 PO Status Dispatchad x

* Add a line/cancel a line using the +/- icons to the right of P o7

. CopyFrom[ 7] Hold From Further Processing
the line
. PO Date FE912018 & Supslier S2arch
+ Supplier SHANNS SUC-001 op . Backorder Status - Mot Backarderad Crests BackOrder

Recsipt Status Reczived
*Dispatch Method Dicpotchy
evAPOType P01 QU goutne mill viendor
*eViA Order Method URL|Q

*  Click the blue triangle on the Lines — Statuses tab to cmencdSRR,
change line information. : ‘

«  Change the quantity or price on a PO line or PO schedule.

“Buyer KELLEVYOUNG  |Q  vou

PO Reference

Amount Summary (7

Merchandise 226.00
FreightTax/Misc. 0.00 Galcu)
Total Amount 23600 USD

«  Click the blue triangle on the Maintain Purchase Order - ” o
Schedules page to make changes to a line schedule. R
Navigate to this page by clicking on the Schedule icon. Pt ol erst| B Bk 9 et

Details || Ship To/Due Date || Statuses || ktem Information || Attibutes || RFQ || Contract || Receiving | [
. . - Line Itam Desei FOGy *UOM  Category Price  MErRENER  status
Do not change the price on a line that has been received
C ATERING,
against Comwess EEERERT Tk ww w0 m o5
: :
Closs Shart All Lines | *Go to . More ... L
: grpvals
I'ﬁjsave Il’-;‘Rau.'nhoSaz'c'\ #Z] PreviousinList |[J5] MextinUst |[[=]Motify |[<% Refresh [E. Add || J5 UpdateiDisplay
1 ||

Once changes are made and Saved, the change order is
ready for dispatch, or will be submitted for approval.



V4

From the Maintain Purchase Order — Purchase Order page, click on the Schedule icon to jump to the Maintain Purchase
Order - Schedules page. To modify the schedule Due Date or Ship To fields, go to the Statuses tab in the Schedules

section of the page and click on the Blue Triangle icon.

»/ Create Change Orders for a PO (continued)

Add ShipTo Comments

[§lsave ||[Eh Returnto Search ||[=] Netify ||« Refresh

[} Add ¥ Update/Display

a=l M

Lines (7 Personalize | Find | View Al | ] =2 First ‘4 10f1 & Last
Details || Ship To/Due Date || Statuses || Item Information || Atfibutes || RFQ || Contract || Receiving
Line ltem Description PO Gty *UOM  Category Price ’"‘em’;‘ﬁ;ﬁ Status
1 % 7503532020 STOME NO. 1, STONE Ea 125.0000 LTN 7503532 2499000 3,123.75 Approved ES) IEI |E|
Maintain Purchase Order
Schedules
Unit 50100 Supplier LL CARTER -003 PO Status Dispatched
POID 0001143549 PO Date 12/22/2016
Lines Find | View All First '4/ 10of1 &' Last
Line 1 ltem 7503532020 STONE NO. 1, STONE PO Qty 125.0000 LTNMerchandise Amt 3,123.75USD
Schedules Personalize | Find | View All | £ = First ‘4 1of1 '»' Last
Details Shipment || Matching || Receiving || Freight | RTV
Sched *Due Date *Ship To *PO Qty Price Merchandise | gatug
1 B 1212212016 CNTRL OFF3 = 125.0000 24.99000 3,123.75 Active T & 3 & [+ [=]

When updates have been completed, click Return to Main Page to return to the prior page.
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V4

Create Change Orders for a PO (continued)

From the Maintain Purchase Order - Purchase Order page, the quantity of a PO can be increased or decreased:

« Click on the Change Order icon, i.e., the blue triangle, in the top right hand corner of the Maintain Purchase Order -
Purchase Order page. The Maintain Purchase Order - Purchase Order page remains displayed and changes can be

made.

Favorites = Main Menu > Purchasing» > PurchaseOrders~ > AddUpdate POs

Maintain Purchase Crder
Purchase Order

Business Unit 50100
POID 0001143567
CopyFrom[ ¥]
Header
PO Data DH0N2018 ]
*Supplier EHAWNS SMO-001
*Supplier D 0000102080
*Buyer KELLEYYGUNG |3

PO Reference

Supplier Search

Supalier Details

Shawns Smokehouse BEQ Company LLG

‘Young. Kelley (W

PO Status Dispstched A X

Hold From Further Processing

Backorder Status Mot Eackorderad

Create BackOrder

Receipt Status Recsived
*Digpatch Method 2

eVAPO Type BOT QU Rougne Bill Vendor

*aVA Order Method WRL |

Vel IM57: VA Interfaced SEVA |0
Header Datails Activity Summary eVADHM 020816 2012540
FC Defaults Add Comments
PO Activities Add ShipTo Comments Amount Summary (7
Requisitions. Docurnent Status

» fofions. Merchandise 335.00
. - Caleulate
FreightTaxMisc. 0.00
Total Amount 23500 JED
Add ltems From (2 Select Lines To Display 12
Catzlog tem Search Search for Lines Line Q. To Q
Purchasing Hit
Lines (7 Parsonalize | Find | viewall | (1| & First (4 10of1 '} Last
Details Ship To'Due Date Statusas lten Information Aftributes RFQ LContract Becaiving | [F5H
Line ftam Description FOGy *UOM  Category Price | Merehandise g
CONCESEIONS, CATERING,
= N WEMDING: MOBILE AND e T - a0 93800 Approve T+
1 & es11501000 S eta ] 55 23.0000] EA 2511501 12,0000 238,00 Approved [l ]
SERVICES
| Close Short All Lines | *Go to . Mare . v
\iew fpprovals
[GlSave || Returnto Search || #Z] Previousin List | |sZ] Mesctin List <] Motify || &% Refresh L Add || U
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p/ Create Change Orders for a PO (continued)
/

On the Maintain Purchase Order - Purchase Order page:

+ Make the needed changes to the existing line(s). In this example the PO Qty is increased from 125 to 130.

* Click Save.

Add ltems From (% Select Lines To Display (7

Catalog Item Search Search for Lines Line @ To Q| Retrieve |

Lines (7 Personalize | Find | view All | 2] [} First (40 10f1 &' Last

Details || Ship To/Due Date || Statuses || Item Information || Atiributes | RFQ || Confract | Receiving |

Line Item Description PO Qty ffuom Category Price Wm’;z‘:’;fz Status
1 [ 7503532020 STONE NO. 1, STONE i, 130LTN 7503532 24.89000 3,123.75 Approved G2 ES] ] [=]
Close Short All Lines | *Go to[... More ... v
View Approvals

[Z+ Return to Search =|Notify || Refresh

EL Add |[A Updatemispiay

The Change Reason pop-up window displays:
 Enter a Reason Code and Comment to explain the change(s).

 Click OK.

Reason Code Page

Help
Enter a reason code and comment for making changes that are being tracked.

Unit 50100 PO ID 0001143549

Reason Code |QUANTITY (&}

Comment |Increased quantity from 125 to 130. @@
441/2017|

[Juse same Reason Code

OK Cancel Refresh




;j Create Change Orders for a PO (continued)
/

Upon Save, a Change Order number displays, fields are

updated, and amounts recalculated.

In the example below, the PO value did not increase by more
than 25% and therefore its status remains Approved.

See the section in this lesson entitled Change Order Helpful
Hints for additional details on change order approval
processing.

* The Dispatch Method defaults to Print.

* Click on the Dispatch button.

Fareorii = e ey = » Puddeng - r Pochis Onfect = @ AddUpdse Pl
Meaerizen Puechase Order
Purchasa Order
Butiers Unit 51500 i Suna sopmved A X
PO D B3G1143580
Changy Do 1 Comiem {ranga P
Copy Fiom £ [ ol From Furfwr Frocessag
v Hiadar 2
Py Dk | TRTNDANG T T
“lemabt L CARTER 513 P—
'Hpﬂﬂlﬂmjm: L Carter & Son Iec Feoept Siaes. Ket Reoad
. Pord n
apee GECRGENABON 1y MASOMGECROE Dispaich Metsoa [P I T
Wi PO Trpe RO1
PO feferpace Skaw #i PO Trpe D Routine 5 Veror
*ENA Croker Mefiad PRHT 0
wetis O VA lmirfsend HEEV 0,
Header Dietals [T — Witk D
Fib Datistty prejor e
Filhclites el ST orsstlens Areoen] Sumimany 1
LLte
Meschandise 338870
- hetors Calcan
FreigtTaniiss am
Tedzl Arssesl 1IN UED
Aod Hera From (7 Sebect Lines To Display (7
Cadaiey s SRy St o L Lisd A Ta 3 Fefrieva
Lisks 7 Persorakon | Find |Wew | 2] B Pt 0 gt 2 Laz
Defads | EhipToTueDale Slswes | Bem Wamalen  Aidbofes  BFQ | Conied | Beceding ,-=::
™ B | —— PO UOM  Calegory Py m::::u:-
1 B rsosann STORE HO. 3, STOME B woemolie memae W0 Va5 8 2=
(i 5o Al Lk G Naw |
\iira AppaEs
[H5ve || Retwmin Searh | [Helly || Felesh & Ao
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» Create Change Orders for a PO (continued)
/

The Dispatch Options pop-up window displays:

« Check Print BU Comments to display line and header comments, to include eVA terms and conditions.

+ Click OK.

Dispatch Options
Help

Use One Ship To Ship To CNTRL OFF3

Dispatch Options

Fax Cover Page [] Test Dispatch
e
Server Name 2 Print Duplicate on PO
=QOutput Destination Type [ print Changes Only
Print PO Item Description
*Output Destination Format L print Copy

Cancel Refresh

A pop-up message regarding waiting for confirmation will be displayed:

* Click Yes. Once the PO Dispatch process has completed, the Maintain Purchase Order — Purchase Order page will
display.

Message

Would you like to wait for confirmation that the PO Dispatch process has completed? (10205,44)

Your request is currently in process. If you choose to wait, once the process has completed, you will be returnad to the updated PO. If you choose not to wait, please check the
Process Monitor to verify that the scheduled process has completed before accessing the PO being dispatched.

P ves || Mo |




V4

On the Maintain Purchase Order - Purchase Order page, the PO Status has been updated to Dispatched.

A dispatched PO flows to eVA for reporting purposes. If the supplier is set up in eVA as URL dispatch, the PO is sent

i/ Create Change Orders for a PO (continued)

electronically to the supplier. If not, the Buyer should print the PO and send it to the supplier.

Maintain Purchase Order
Purchase Order

Business Unit 50100
POID 0001201031

CopyFrom[ V]
Header (%
*PO Date [08/05/2019 ]

*Supplier ATTRONICA -004 Q
*Supplier ID |0000034356 Q
*Buyer EVABUYER Q.

PO Reference EP3030193
Web IMS?:

Header Details
PO Defaults
PO Activities
Requisitions

~ Actions

Supplier Search
Supplier Details
ATTRONICA COMPUTERS INC

EVABUYER

Activity Summary

Edit Comments

Add ShipTo Commenis
Decument Status

Favorites = Main Menu ~ > Purchasing= » Purchase Orders~ : Add/Update POs

PO Status Dispatched

[ Hold From Further Processing

Receipt Status Mot Recvd

*Digpatch Method | Phone v | Dispatch

eVA PO Type EVP
eVA Order Method EXCP

eVA Purchase Order

eVA Interfaced Y
eVA Dttm  08/07/19 7:08:10AM

eVA POID _FP3050193
Amount Summary ¥

Merchandise 222500
FreightTax/Misc. 0.00
Total Amount 222500 USD

| Calculate
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/;/ Create Change Orders for a PO: Cancel PO
/

Cancel PO:

To cancel a PO, click on the red X on the Maintain Purchase Order — Purchase Order page. This begins the cancellation
process, which includes changing the lines to a Cancel status and changing the header to a Pending Cancel status

In order to cancel the PO:

« The PO cannot be on hold

* There cannot be any matched PO line schedules

» There cannot be any receipts against the PO

« There cannot be any open vouchers against the PO

When canceling a PO from a Strategic Sourcing event, Cardinal asks if the quantity should be moved back into the Sourcing
event. If yes, the quantity is put back to the award and can either be re-awarded to another bidder or manually close it.

Once cancelled, the Buyer or a batch process will dispatch the PO to complete the cancellation process. This step is required
to officially cancel the PO.
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Create Change Orders for a PO: Cancel PO (continued)

Favorites = | Main Menu = » Purchasing= * Purchase Orders = > AddUpdate POs

aintain Purchase Order

Purchase Order
Business Unit 50100 PO Status  Dispalched A b4
PO ID 0001143549
Change Order 1 Curranl Change Reason
Copy From | d| [} Hold From Further Processing
w Header (¢
*PO Date [12/22/2016 [E  Supplier Search
Backorder Siatus Mot Backordered
*supplier LL CARTER -003 Supplier Details Create BackOrder
*Supplier |0 0000033093 LL Carter & Son Inc Receipt Status  Not Recvd
[ | *Dispatch Method | Print | Lhspatch
*Buyer GEORGE MASON |  MASON,GEORGE
—
00 R - eVAPOType R Q. poytine Bill Vendar
eference Slans —
*eVA Order Method PRNT |
web IMs2: [] eVA Interfaced [NSEV |Q
Headar Detalls Aclivity Summary g Dtim
PO Defaults Add Comments
PO Activities Add ShipTo Comments Amount Summary (7
Requisitions Cocument Status
w Actions Merchandise 3,248.7T0

FreightTax/Misc, 0.00

Total Amount J24870 UESD




4/ Create Change Orders for a PO: Cancel PO Line

Canceling the PO Line is available if the PO status is Dispatched. If a dispatched line is cancelled, a change order is
created. Canceling is also available when the PO status is Approved, but only if the PO was previously dispatched and

subsequently changed and approved.

From the Maintain Purchase Order — Purchase Order page, navigate to the Details for Line page using the Line Details
icon. Click the red X to cancel the PO Line. The system cancels the PO line.

|| | Details for Line 1 |

Help
POID 0001143549 Supplier LL CARTER -003
Line 1 ltem 1D 7503532020 STONE NO. 1, STONE
Line Details
Category 7503532 Line Status Approved E ﬁ
Description STOME Backorder Status Mot
Backordered

Category ID 03113 Amount Summary
Amount to Receive 3,245.700 usD Merchandise Amount 3,248.70 usD
Quantity to Receive 130.0000 Doc. Base Amt 3 24870 usD

Item Availability

Transaction ltem Description
STOME NO. 1, STONE

Preferred Language ltem Description
STOME NO. 1, STONE

Expand All Collapse All
Item Information

Attributes
RFQ
Contract

Receiving

H | QK || cCancel || Refresh




i/ Create Change Orders for a PO: Cancel PO Schedule
/

Canceling the PO Schedule is available if the PO status is Dispatched. If a dispatched schedule is cancelled, a change order
is created. Canceling is also available when the PO status is Approved, but only if the PO was previously dispatched and
subsequently changed and approved.

From the Maintain Purchase Order — Purchase Order page, navigate to the Schedules page using the Schedule icon.
Click on the Schedule Details icon to open the Details for Schedule pop-up window. Click the red X to cancel the purchase
order schedule. The system cancels the PO schedule.

[Details for Schedule 1
= Hel
Unit 50100 Supplier SUFPERICOR P-005
PO ID 0001201045 ltem 7452150000 BM-25.0 (BASE MIXTURE) BM-
Line 2
Schedule 1 Status Active A K
Schedule Details
Due Date 02/07/20419 Custom Price - No Override
Time Due || Zero Price Indicator Mo Charge
Ship To FREDREK RES
Amount Summary
i P 08072019
Original Promise Date Schedule Qty 75 0000
Ship Date & Merchandise Amt 5163.00 USD
Ship Via COMMON Common Carrier Doc. Base Amount 5.163.90 USD
Freight Terms FOB DEST FOB Dest, Freight Prepaid
Attention To
Distribute By Cuantity
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@ Approve Change Orders
/

After a change order is created, it should be approved (if necessary) and dispatched to the supplier. The change order
dispatch process is the same as with the original PO. Remember to check the Approval check box to send the change order
for approval.

POs that have change orders attached to them go through a specific approval routing that depends on the difference between
the originally approved PO amount, the change order amount, or if a line was added. If a new line is added to a PO, it will
require the Buyer’s Supervisor approval at a minimum. Any change to a PO that affects the Quantity, Price, or Ship To
fields may require approval.

The change order appears on the approver’s work list and an email is sent to the approver with a link to approve the change
order. The approval process for change orders is the same as for POs.

After approval, the change order must be dispatched and any changes made to the PO are in bold print on the printed change
order.

For more detailed information about change order approval requirements, see the course entitled 501 PR343: Procurement
Approvals located on the Cardinal website in Course Materials under Learning.
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@ Change Order Helpful Hints
/

Change Order Approvals Summary:

« Adding a line to a PO will require Supervisor approval.

« Changes < 25% do not need Supervisor approval.

+ Changes > 25% will escalate to the Supervisor for approval.

» Changes > 25% or $50,000 (whichever is greater) to PO with original value > $50,000 will escalate to the ASD Director for
Approval

Helpful Hints:

« The following will automatically cancel an eVA order and create a new eVA order:
— Change to the Bill To Address
— Change to a different address location for the same supplier

* Never change the unit price on an item that has already been received and vouchered. Close out the line amount to what
has been matched and insert a new line for the remaining items at a changed price.
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o,

Change orders are approved on the Purchase Order
Approval page. Access this page through the worklist using
the hyperlink at the bottom of every page.

Navigate to the Purchase Order Approval page using the
following path:

Main Menu > Worklist > Worklist

Click the Purchase Order hyperlink to access the change
order to be approved.

For more detailed information about change order approvals,
see the course entitled 501 PR343: Procurement
Approvals located on the Cardinal website in Course
Materials under Learning.

¢/ Approve Change Orders (continued)

Favontes ~ | Main Menc ~ Wordizt ~ > Workist |

Purchase Order Approval |

Business Unit 70100
POID 000110
PO Total

PO Reforonce 20% Chang rdar Tast

Ecit PO

Review Lines

Ling Details

Cuantity UOM

3500.0XCLTN

Ciear All

View Lines Detsis

Review | Edit Approvers
POICO for Supervisor Action
Purchase Order 0001196509: Approved

CO for Procurement MNGT Action

Purchase Order 0001196509:Pending

Admin Approved Admin Appmv:d
Kimberin. Kaley (WVDOT)

v Procy 're-fl.’-srmﬁnows 4K 4
051818 o7 AM o1

Comments
Comment History

Price

116.120C0

Peterson, Toya N (VDOT)
er.re*err/a Aepronl
009 AV

Merohandize Currency

JRS &\G rector Approval

PO Status Pend App
PO Date

Justification |No justificascn entersd by buyer.

')

Parsonsize | Find |Viewan || ER Aimt ¢ tot1 0 Lest

Onginal

Substituted Hem  DE=CTPS0N

Amount

E]:tz‘ New Patn

L ViewHide Comments
[F]5tert New Path

Reviewer

1 Babb, Ang=ika (VDCT)
B & Revisver

Pey \umu
:lc Aporowers

[#

Approval Comments

A

Approve Hoid Deny Pushback
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#/ Approve Change Orders (
/

continued)

Favontes ~ | Main Menu~ > Worldist ~

> Workist |

Purchase Order Approval |

Business Unit

POID DO

PO Total
Suppler ID
Buyer

PO Reforonce

75100
1190700

40542000 UsD
0000015454 Cargll ine
DESSIE.BELL
£0% Changa Ordar Tast

EcitFO 1

Review Lines

Ling Details

Sedect Line Item Description

SALT, SCOIUM
CHLORIDE, ~FOR
a 1 ROAD MAINTENANCE
SALT, SC0ILUM
CHLORIDE. BULK

<

¥ Sdezzall L1 Cesral \

* Review | Edit Approvers

PO/CO for Supervisor Action

Cuantity UOM

35000000 LTN

View Lines Detsils

Purchase Order 0001196509:Approved
CO for Procurement MNGT Action

Purchase Order 0001196509:Pending

Admin Approved
v Kimberin. Kaley (VDOT)
Procurament Marager Appoovsl

b

Admin Approved
./ Paterson, Toya N

Price

116.12000

(VDOT)
St Procurement Mgr ACD'W!I

DE18/12 - 1007 AM

03113 1002 AW

Comments
* Comment History

Approval Comments

PO Status Pend Appr
PO Date 02162010

Justification |No justificadcn entersd by duyer.

£

Parsonaitze | Find [View [ ER Amt ¢ 11 0 st

Mecohandize

Amount CUTTENCY

405.420.00USD

Pending

Onginal Y4 -
Substituted em  DE2CnPS0N

[F]stan New Patn

CoViewHide Comments
[F]start New Path

Reviewer

Mubcle Aporowers Babb, Ange=ika (VDOT) | @
' @ ASD Director Agproval B> 6 Reviever *

Approve | Hoid | Deny | Pushback |

77



}) Simulation: Creating a Purchase Order/Ad-Hoc
/

You will now view a simulation that demonstrates how to Create a Purchase Order/Ad-Hoc.
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http://www.cardinalproject.virginia.gov/Simulations/VDOT/Procurement/Processing%20Purchase%20Orders/index.html?Guid=e3725530-e544-4681-a1b5-90cdba075c4d&Mode=T&Back

@ Purchase Order: Modify Accounting Distribution
/

Accounting entries may be modified for PO lines that have not yet been received or matched and vouchered in Accounts
Payable. Changing accounting distributions does not trigger the change order approval process.

There are instances when a PO has been partially received/vouchered and, due to fiscal changes in budgets or project
coding, it is necessary to change/edit the chart of accounts distribution for the remaining balance.

For more detailed information about making these changes, see the job aid entitled 501 PR344: Update ChartFields on
Partially Vouchered Purchase Orders located on the Cardinal website in Job Aids under Learning.

Modify Accounting Distributions: Single Line

To modify the accounting distribution for a single line, navigate to this page using the following path:
Purchasing > Purchase Orders > Add/Update Pos

+ Select the Schedule icon from the Details tab to open the Schedules page.

« Select the Distributions/ChartFields icon on the line to be changed.

* Enter the new ChartField values.

* Click OK to save.
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»/ Purchase Order: Modify Accounting Distribution
(continued)

Modify Accounting Distributions: Single Line
Lines (7 Personalize | Find | View Al | 1] Ed First (40 10f1 (» Last
Details || fhip To/Due Date || Statuses || Item Information || Attributes || RFQ || Contract || Receiving |
Line ltem Description PO Qty *UOM  Category Price  MErChandise i g
1 % 7503532020 STONE NO. 1, STONE Ea [ 125.0000| LTH 7503532 24599000 3,123.75 Approved ES =
Maintain Purchase Order
Schedules
Unit 50100 Supplier LL CARTER -003 PO Status Dispatched
POID 0001143549 PO Date 12/22/2016
Find | View All First '4' 1@f1 '}/ Last
Distributions for Schedule 1 | = PO Qty 125.0000 LTNMerchandise Amt 2375 USD
Hel
ep Personalize | Find | View Al | £2] B First ‘4 1 offj '» Last
Unit 50100 Supplier LL CARTER -003 kTV
POID 0001143549 Item 7503532020 : ) e —
Line 1 Qty bEice Amount Status
T —
*Distribute By Schedule Qty 130.0000 -
= 3] ndate/Di Ar
Merchandise Amount 324270 USD |ErAdd ||.H UpdaterDisplay
SpeedChart QU Multi-SpeedCharts Doc. Base Amount 324870 USD
Distribution Personalize | Find | View All | 2 | = First ‘&) 1071 '} Last
Chartfields || Details/Tax || AssetInformation || ReqDetall || Statuses | [F=0)
Dist Status Percent PO Gty Mercga;:gli;ﬁ Currency GL Unit Entry Event *Account Fund Program Department
1 Open 100.0000 [130.0000 3.248.70 USD 50100 |Q Q 5012550  |cy [04100 |, (699001 @, [10003 Q.
< >
| ok || cancel || Refresh |

80



V4

/) Purchase Order: Modify Accounting Distribution

(continued)

In the event a pop-up message is displayed, use the information found within the message to resolve the error. In the
example below, the Account is required.

For more detailed information about combination edits, see the job aid entitled 501 GL332: Combination Edits Review
Tools located on the Cardinal website in Job Aids under Learning.

Message
Correct ChariFields Combination on Line Number: 1 Schedule Number: 1 Distribution Line Number: 1 for Chartfields: ACCOUNT/ FUND_CODE in Group: ACCTFNDREQ.
(10208,66)

For alist of valid ChartField combination data, please refer Combination Data under Set Up Financials/Supply Chain > Common Definitions > Design ChartFields = Combination
Editing = Review Combination Data

TTETNTU TaX ST,

T oadenl A e P 3 bl Ta W aTalaWalal il Tala
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(continued)

Accounting entries may be modified for PO lines that have not
yet been received or matched and vouchered in Accounts
Payable.

Changing accounting distributions does not trigger the change
order approval process.

Access the accounting distribution lines from the Maintain
Purchase Order — Purchase Order pop-up window by
clicking on the PO Defaults hyperlink.

New values entered on this page will override default values.
Only fields with new values will be updated.

Purchase Order:. Modify Accounting Distribution

Purchase Order Defaults

Business Unit 50100

Distributions
Chartfields || Asset Information

POID 0001143549 Supplier LL CARTER -003

Personalize | Find | View All | @\ E First ¢

Change Order 1

Default Options (7
O Default Ifyou select this option, the default values entered on this page are treated as part of the defaulting logic and are only applied if no other
default values are found for each field. If default values already exist in the hierarchy, they are used, and the values on this page are not
used.
If you select this option, all default values entered on this page override the default values found in the default hierarchy.
Line
Category Q Unit of Measure Q
Schedule
Ship To|CNTRLOFF3 Q. gentral Office Old Bidg Ultimate Use Code Q
Due Date [ Original Promise Date [
Ship Via COMMON Q Freight Terms Code |FOB DEST Q
Abitration Q Freight Charge Method
“Distribute By One Time Address
Distribution
SpeedChart Q

1of1 ‘P Last

Dist Percent GL Unit Entry Event Accoun it Program Department Cost Center Task
1 50100 |Q Q Q Q10081 Q Q

< >
| oKk || Cancel || Refresh |

Help
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#/ Purchase Order: Modify Accounting Distribution
7" (continued)

Purchase Order Defaults x
Help
Business Unit 50100 POID 0001143549 Supplier LL CARTER -003 Change Order 1
Default Options (¢

If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only applied if no other
default values are found for each field. If default values already exist in the hierarchy, they are used, and the values on this page are not
used.

O Default

If you select this option, all default values entered on this page override the default values found in the default hierarchy.

Category | |Gy Unit of Measure |  |Q,
Schedule

Ship To CNTRLOFF3  |Q central Office 0ld Bidg Uttimate UseCode|  |@

Due Date I:l@ Original Promise Date |:|I§J

ship Via[COMMON [ Freight Terms Code FOBDEST |,

Arbitraion| Q) Freight Charge Method
*Distribute By One Time Address

Distribution

SpeedChart| &

Distributions Personalize | Find | View All | & | = First ‘4 10f1 ‘» Last
Chartfields || Asset Information | [0

Dist Percent GL Unit Entry Event Account Fund Program Department Cost Center Task

1 | Boio0 | | @ | QA | o, [fo0st | Q|
L4 7

| ok || Cancel || Refresh |

i i




}) Lesson 3: Checkpoint
/s

Now is your opportunity to check your understanding of the course material. Read the question and make note of your answer
below.

(" )

1. Modifying the accounting distribution does not trigger change order approval.

True or False

Y4
AN

When you need to change a PO that has already been , You create a change order.

a) Started
b) Dispatched
c) Approved

\_ d) Closed Y,




}) Lesson 3: Summary
/

‘ Maintain and Modify Purchase Orders (Change Orders)

In this lesson, you learned:

« To modify a PO that has already been dispatched, you need to create a change order.
* You can create a change order (modify a purchase order) using the Add/Update POs page.

« To cancel a PO Line, navigate to the Details for Line page for that PO line you want to cancel and click on the Red X.
This cancels the line only.

« If the chart of accounts distribution is not valid, an error message will be displayed.
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}j Lesson 4: Introduction
Y4

n Reconciling/Close the PO

This lesson covers the following topics:

Reconcile/Close a PO
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/) Reconciling/Close a PO

Once a PO is complete, if the amount/quantity
received differs from what was ordered, received,
and ultimately invoiced by the supplier, the quantities,
or amounts must be decreased or increased, to
match the actual amount/quantity received.

To reconcile/close a PO navigate using the following
path:

Main Menu > Purchasing > Purchase Orders >
Add/Update POs

+ Select the Find an Existing Value tab.

« Enter the PO ID # to be closed out.

* Click Search button. The Maintain Purchase
Order — Purchase Order page displays.

» The details of the PO selected are displayed.

* Click on the Activity Summary hyperlink. The
Activity Summary page will display.

Maintain Purchase Order
Purchase Order

Business Unit 50100
POID 0001143553

Header (2

*PQ Date 01/09/2017 [  Supplier Search

*Supplier LL CARTER -003 Supplier Details

*Supplier 1D 0000033093 LL GCarer & Son Inc

*Buyer GEORGEMASON |,  MASON,GEORGE
PO Reference Stone

webms?: [J

Header Details
PO Defaults

Activity Summary

PO Status Dispatched A K

LI Hold From Further Processing

Backorder Status  Not Backordered

Create BackOrder
Receipt Status Partial
*Dispatch Method Dispatch

eVAPOType RO | Rougine Bil vendor
*gVA Order Method PRNT |Q
eVA Interfaced |NSEV |Q
eVA Dttm

Add Comments
PO Activiies Add ShipTo Comments Amount Summary (%
Requisitions Document Status Merchandi 524750
. erchandise ,247.
~ Actions Calculate
Freight/Tax/Misc. 0.00
Total Amount 624750 USD
Add ltems From (7 Select Lines To Display (7
Catalog Item Search Search for Lines Line Q To Q| Retieve |
Lines (7 Personalize | Find | View All | | [ First ‘) 10f1 '} Last
Details | Ship To/Due Date Siatuses || Item Information || Affributes | RFQ | Coniract || Receiving
Line ltem Description POQty *UOM  Category price  MErCPANISE cirtus
1 % 7503532020 STONE NO. 1, STONE El 250.0000 LTN 7503532 24.99000 6,247.50 Approved @ @ & =
| Close Short All Lines | *Goto]... More ... v]
View Approvals
[§]save ||[oh Returnto Search ||[Z]Nofify || Refresh [5h Add | Update/Display
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;j Reconciling/Close a PO (continued)
/

* The Activity Summary header displays the Merchandise Amount, Merchandise Receipt, Merchandise Returned,
Merchandise Invoice, and Merchandise Matched values.

« The Details tab displays the Order Qty. Scroll to the right and make note of the quantity ordered.

* Click on the Receipt tab.

Favoriles v Main Menu ~ > Purchasingv > Purchase Orders~ > Add/Update POs > Aclivity Summary
Activity Summary
Business Unit 50100 PO Status Dispatched
Purchase Order 0001143553 Supplier LL Carter & Son Inc
Merchandise Amount 6,247.50 USD SUEDINCLOCGON:- M
Merchandise Receipt 4,998.00 USD
Merchandise Returned 0.00 USD
Merchandise Invoice 0.00 USD
Merchandise Matched 0.00 USD
Lines Personalize | Find | View All | Lr;’_‘—]l (8 First ‘' 10of1 ‘» Last

Details || Receipt || Invoice | Matched || RIV |

Line Item Item Description uom Order Qty 3;‘;‘::‘:; Currency Amount Only

1 [ 7503532020 STONE NO. 1, STONE LTN 250.0000 6,247.500 USD

(Gt Return to Search | [[=] Nolify




7 Reconciling/Close a PO (continued)
/

The Receipt tab displays the Qty Received. Make note of the quantity received.

Click on the Invoice tab.

Favaorites | Main Menu - * Purchasing~ >

Activity Summary

Business Unit 50100
Purchase Order 0001143553

Merchandise Amount 6,247 50 USD
Merchandise Receipt 4,993.00 UsD
Merchandise Returned 0.00 UsD
Merchandise Invoice 0.00 UsD
Merchandise Matched 0.00 USD

Lines

Details |[ Receipt || Invoice || Matched | RIV | D)

Purchase Orders - » AddUpdate POs > Activity Summary

Line Item [tem Description oM

1 % 7503532020 STONE NO. 1, STONELTN

Oty Received

2000000

|[a Returnto Search | |[=] Motify |

PO Status Dispatched

Supplier LL Carler & Son Inc
Supplier Location MAIM

Personalize | Find | View All | £2J] [ First

Crpen
Gty Accepted Quantity Cpen Amount Currency
200.0000 500000 1,245 500 USD

1

10f1 ‘' Last
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Ij Reconciling/Close a PO (continued)
/

For each line compare:

along with the Quantity Invoiced on the Invoice tab.

Click on the Matched tab.

the Order Qty on the Details tab with the Qty Received on the Receipt tab

The Invoice tab displays the Quantity Invoiced and Amt Invoiced from the supplier. \

Favorites v l Main Menu v > Purchasing v > Purchase Orders «

Activity Summary

Business Unit 50100
Purchase Order 0001143553

Merchandise Amount 6,247.50 USD
Merchandise Receipt 4,998.00 USD
Merchandise Returned 0.00 USD
Merchandise Invoice 0.00 USD
Merchandise Matched 0.00 USD
Lines
| Details | Receipt ‘ Matched || RIV | [
Line Item Item Description uom
1 B 7503532020 STONE NO. 1, STONE LTN

|[@* Return to Search | |[%] Notify

> Add/Update POs > Activity Summary

PO Status Dispatched

Supplier LL Carler & Son Inc
Supplier Location MAIN

Personalize | Find | View Al | 2]

IQuat_n.ity Amount Only Amt Invoiced
nvoiced
0.0000 ] 0.00(

First

Currency

uso

4

10of1 ‘X' Last

Un-invoic
Quant

250.0C
>
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Ij Reconciling/Close a PO (continued)
/

« The Matched tab displays the Qty Matched and Amt Matched as vouchered/paid from the Accounts Payable module.
Matching is an automated process that is handled within the Accounts Payable module. The matching process is used to
compare vouchers. i.e., supplier invoices, with purchase orders, and receiving documents. In this example matching has
not yet occurred therefore the values remain at zero.

* Close or minimize the page and go back to the Maintain Purchase Order — Purchase Order page.

Favorites « Main Menu « > Purchasing~ > Purchase Orders~ > AddiUpdale POs > Activity Summary
Activity Summary
Business Unit 50100 PO Status Dispatched
Purchase Order 0001143553 Supplier LL Carter & Son Inc
Merchandise Amount 6,247.50 USD Suppiter: Location: MAIN
Merchandise Receipt 499200 USD
Merchandise Returned 000 USD
Merchandise Invoice 0.00 USD
Merchandise Matched 0.00 USD
Lines Personalize | Find | view An | 6| B2 First ‘4" 1011 2/ Last
| Detats || Receipt | Invoice || Matched || RIV | [
Line Item item Description uom Qty Matched Amt Matched fCurrency
1 FEEI 7503532020 STONE NO. 1, STONE LTN 0.0000 0. USD

|[& Return to Search (5] Notity




/4

o,

Reconciling/Close a PO (continued)

Click on the Schedule icon.

For each line, enter the Qty Received from the Receipt tab on the Activity Summary in the PO Qty field.

Maintain Purchase Order
Purchase Order

Business Unit 50100
PO ID 0001143553

Copy From[ ]
¥ Header (7
*PO Date |01/08/2017 ]

=gupplier LL CARTER -003

=supplier 1D 0000033093
*Buyer GEORGE MASON |Cy

PO Reference Stone
Web IMs?: []

Header Details
PO Defaults
PO Activiies
Requisitions

~ Actions

Add ltems From (7

Catalog

Lines (2

PO Status

Supplier Search

Dispatched FAY b4

[Hold From Further Processing

Backorder Status Not Backorderad Create Backorder
Supplier Details
LL Carler & Son Inc Receipt Status Partial
*Di Dispatch
MASON, GEORGE Dispatch Metho [Print v |

eVA PO Type RO1  |Qy

Routine Bill Vendor

*eVA Order Method PRNT |
eVA Interfaced NSEV |

Activity Summary eVA Dttm
Add Comments

Add ShipTo Comments Amount Summary (2

Document Status B
Merchandise
Freight/Tax/Misc.
Total Amount
Select Lines To Display (7
Item Search Search for Lines

Line

1 & 7503532020

View Approvals

Details || Ship To/Dus Date || Statuses || Item Information || Atbutes | RFQ || Contract | Receiing | =3

Line Item Description PO Qty JUOM Category

STONENO. 1, STONE 8B 200|4TN 7503532

6,247.50 ——
0.00 Calculate

6,247.50 UsSD

Q To Q| Retrieve |

Personalize | Find | View All | | E First ‘&' 1of1 “* Last

| Close Short All Lines | *Go to[... More ...

price  Merchandise oo
24.99000 6,247 50 Approved
V]

|Elsave ||[@" Returnto Search ||[Z] Motify || Refresh |

(& add |[& Updat
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A change order confirmation message is
displayed. This message is displayed when
the purchase order is being changed but the
blue triangle was not used to create the
change order.

Click Yes. The Maintain Purchase Order —
Schedules page will display.

The Schedules are displayed.

Verify that the PO Qty field on each schedule
matches the changes just made on the on the
Purchase Order page to the PO Qty field.

Click the Distribution icon on the first line.
The Maintain Purchase Order -
Distributions for Schedule X pop-up
window is displayed.

— Click the Distribution icon for each
line.

/) Reconciling/Close a PO (continued)

Message

This action will create a change order. Continue? (10200,27)

The action that you are taking will cause the system to create a change order. If you do notwant to create a change order, then you cannot perform the action at this time.

[ Yes ] Mo

Favarites~ |  Main Menuw

Mainlain Purchase Order
Schedules

Unit 50100
POID 0001143553

» Purchasing = > Purchase Orders » » AddUpdats POs

Supplier LL CARTER. <003
PO Date 010082017

PO Status Dispalched

Relurn fo Main Pagel
Lines Find | Wizw Al First ‘1 1of1 "% Last
Line 1 Item 7503532020 STONE MO, 1, STONE PO Oty 200.0000 LTNMerchandise Amt 4,493.00 USD
Schedules Personalize | Find | view All | £ m First "4 1011 ‘X' Last
Deatails Stafuses Shipment Matching Receiing Freight || RTW |"'1'"B
Sched *Dus Date *Ship To *PO Gty Frice e Status
1 B [o1r0evzo17 [{ cnTRLOFFY | 2000000 24.00000 4,905.00 Aclive T & @EI =l
Add ShipTo Comments
|Elsave |[2h Refumto Search ||| Moty | Refresh |5 Add || UpdaterDisplay
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¢/ Reconciling/Close a PO (continued)
/

Schedules page and the Purchase Order page.

Click OK. The Maintain Purchase Order — Schedules page will display.

Verify that the PO Qty field on each distribution line matches the changes made to the PO Qty field on the on the

|1'1 Distributions for Schedule 1

Unit 50100 Supplier LL CARTER -003
PO 1D 0001143553 ltem 7503532020 STOME NO. 1, STONE
Line 1
Schedule 1

Status Active

*Distribute By Schedule Qty

Merchandise Amount
SpeedChart Q. Multi-SpeedCharts Doc. Base Amount
Distribution Personalize | Find | View All | @I @
Chartfields || Details/Tax | AssetInformation || ReqDetail | Statuses | [F=W
Dist Status Percent PO Gty Memﬁﬂ“g&ﬁ Currency *GL Unit Entry Event *Account Fund Program
1 Open 100.0000 | 200.0000 4998 00 UsSD 50100 |y Q1 (5012550 ), (04100 | (699001
<
| oK || cCancel || Refresh |

Help

200.0000

499300 USD
4109300 USD

First ‘4 10of1 '»' Last

Department C

@, [10003 a [

v
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%/ Reconciling/Close a PO (continued)

Click on the Return to Main Page hyperlink. The Maintain Purchase Order — Purchase Order page will display.

Favortes = | Main Menu + » Purchasing = > Purchase Orders~= > AddWUpdate POs

Maintain Furchase Order

Schedules
Unit 50100 Supplier LL CARTER -003 PO Status Dispatched
POID 0001143553 PO Date 01/09/2017

| Retum to Main Page |

Lines Find | Wiew Al First ‘4 101 »' Last
Line 1 Item 7503532020 STOME NQ. 1, STONE POty 200.0000 LTHMerchandise Amt 4,953,000 USD
Schedules Parzanalize | Find | View Al | E‘| [ First ‘1) 10f1 ‘&' Last

Details || Staluses || Shipment | Matching || Receiving | Ereight | BTV | [

Merchandise

Sched *Due Date *ship To *PO Oty Price Amount Status

1 [ 010972017 ) [cNTRLOFF3 |@ B3 | 200.0000] 24,99000 4,998.00 Active TdE B EHOEE
Add ShipTo Commenis
|[5)Save || Return toSearch || Mofify ||% Refresh [ Add || 5] Update/Display
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Reconciling/Close a PO (continued)

Confirm that the PO Qty field for each line on the Details tab of the Purchase Order page still matches the changes
made to the PO Qty field on the on the Schedules page and the Distributions for Schedule X page.

Maintain Purchase Order
Purchase Order

Business Unit 50100

PO Status Dispatched A x
POID 0001143553

Copy From I Hold From Further Processing
¥ Header (2
*P0O Date 01/09/2017 Eﬂ Supplier Search
Backorder Status Mot Backorderad
*Supplier LL CARTER -003 Supplier Delails Create BackOrder
*Supplier ID 0000033093 LL Carter & Son Inc Receipt Status Partial
At b Mtk o i Dispatch
*Buyer GEORGE.MASON |Q,  MASON,GEORGE *D Print v patcl
eVA PO Type RO1 | ine Bi
PO Reference Stone Routine Bill Vendor
*eVA Order Method |PRNT |C
web msz: [J eVA Interfaced |NSEV |Cy

Header Details Activity Summary eVA Dttm

PO Defaults Add Comments

PO Activities Add ShipTo Comments Amount Summary (2

Requisifons Document Status Merchandise 6,247.50

¥ Actions o Calculate
Freight/Tax/Misc. 0.00
Total Amount §,247.50 USD
Add Items From (# Select Lines To Display (7
Catalog Item Search Search for Lines Line Q To Q | Retrieve |

Lines (2 Personalize | Find | View Al | 2] = First ‘4 10f1 »/ Last
Details Ship To/Due Date Statuses Item Information Aftributes RFQ Contract Receiving |

Line Item Description PO Gty JUOM Category Price Mem:ﬁisrﬁ Status

1 & 7503532020 STONENO. 1, STONE Ea 200|4TH 7503532 2499000 §,247.50 Approved EE) [=]
Close Short All Lines | *Goto[._ More .. w

View Approvals

[[E]save ||E" Returnto Search ||[=]Motify || Refresh |

[E add || Update/Display
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V4

Reconciling/Close a PO (continued)

Once the updates to the PO have been made it is important to ensure that the sum of accounting distribution matches the
changes to the schedules. From the Maintain Purchase Order — Purchase Order page:

* Click on the Details tab.

* Click on the Schedule icon for the line to be reviewed. The Schedules page for the line will display. Review each line’s
accounting distribution.

* From the Details tab, click on the Distribution icon. The Distributions for Schedule X pop-up window will display.

Maintain Purchase Order
Purchase Order

Business Unit 50100
POID 0001143553

Header (7
*PO Date 01/09/2017 |Ex]

~supplier LL CARTER -003
*Supplier ID (0000033093
*Buyer [GEORGEMASON | Q
PO Reference Stone
Web ims?: (1

Header Details
PO Defaults
PO Activities
Requisitions

~ Actions

Add tems From (7

Catalog

Lines (7

Line Item
1 & 7503532020
View Approvals

Supplier Search

Supplier Details

MASON,GEORGE

Activity Summary

Add Comments

Add ShipTo Comments
Document Status

Iltem Search

Details Ship To/Due Date Statuses Item Information Altributes

Description
STONE NO. 1, STONE

[ Close Short All Lines ]

[E]Save |[EF Retum to Search | [[Z] Notity |[2* Refresh

PO Status Dispaiched A x

[1Hold From Further Processing

Backorder Status Not Backordered

Create BackOrder

Receipt Status Partial
*Dispatch Method Dispatch
eVAPOType R0T_|Q  Routine Bill Vendor
*eVA Order Method [PRNT |Q
VA Interfaced [NSEV |Q

&VA Dttm

Amount Summary (7

Merchandise
Freight/Tax/Misc.
Total Amount

Select Lines To Display (7

Search for Lines Line

RFQ || Contract || Receiving | =%

PO Qty *UOM  Category

i3 200/LTH 7503532

Favorites -

Maintain Purchase Order
Schedules

Unit 50100
POID 0001143553

Supplier LL CARTER -003
PO Date 0170872017

Main Menu - > Purchasing = > Purchase Orders » : Add/Update FOs

PO Status Dispatched

es Find | View Al First "4 1or1 ‘X Last
624750 Line 1 Item 7503532020 STOME NO. 1, STONE PO Qty 200,0000 LTHNMerchandise Amt 4,908.00 USD
0.00 | Gl ey Schedules Personalize | Find | View Al | (2] B First ‘4" 10f1 * Last
624750 USD | Detans || | [ [ [ Ereigm [ mTV
Sched *Due Date =Ship To Price Mem:f;‘:zﬁ Status
Q To Q[ Retieve | 1 [& [01/08/2017 [ [CNTRL OFF3 c-l = | 2499000 4,998.00 Active B & @lﬂ =l

Personalize | Find | view All | 28] B2 First (4 lof1 0 Last

*Go to [ More

price  MErChaNdioe ey
24.99000 6,247 50 Approved (2] 1=
V]

E: Add_|[ ] Update/Display

Add ShipTe Comments

|[Flsave |[[z Returnto Search |[E]Mofify | |22 Refresh

[E- aga | [[B UpdateiDisplay
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» Reconciling/Close a PO (continued)
/

The Distributions for Schedule X pop-up window will display:

» Verify or update the sum of the accounting distribution(s) to match the Line Schedule.

* Click OK. The Schedules page will display.

« Click on the Return to Main Page hyperlink. The
| n n In rNninkK.
Distributions for Schedule 1 % P h O d M I I d H I
el urcnase order page wi ISplay.
Unit 50100 Supplier LL CARTER -003 . . .
« Click Save. The Change Reason page will display
Line 1 " -
Schedule 1 Status Active
PR Maintain Purchase Order
Distribute By Schedule Qty 200.0000
Purchase Order
Merchandise Amount 4,998.00 USD %
SpeedChart U Multi-SpeedCharts Doc. Base Amount 4,998.00 USD Business Unit 50100 PO Status  Dispatched A
—— POID 0001143553
Distribution Personalize | Find | View Al | 1 | B First ‘40 10f1 ‘P Last
Chartfields || Details/Tax || Asset information | ReqDetail || statuses | CopyFrom[ V] [ Hold From Further Processing
- 0
Dist Status Percent PO Qty ME"R’;’,‘gﬁ; Currency “GLUnit  Entry Event =Account Fund Program Department Headerf@
*PO Date|01/09/2017 [H  Supplier Search
Open 100.0000] [200.0000 4.998.00USD 50100 | < (5012550 | [p4100 |y (699001 <, [10003 s} Backorder Status  Not Backordered
< *Supplier LL CARTER -003 ‘Supplier Details Greate BackOrder
Supptier ID[0000033093 L1 Garter & Sonlnc Receipt Status Partial
‘ Dispaicly
“Buyer|GEORGE MASON @ MASON GEORGE Dispatch Method [Pt v/]
| Gancel || Refresn | eVA PO Type R0 | .
50 Reforence/Stons Routine Bil Vendor
*eVA Order Method PRNT |Q
webims?z: (1 eVA Interfaced [NSEV |Q
Header Details Activity Summary VA Dittm
PO Defaults Add Comments
PO Activities Add ShipTo Comments Amount Summary (2
Requisitions Document Status ,
— + Actions Merchandise 6,247.50 e |
Maintain Purchase Order FrelghtTaxiMisc. 0.00
Schedules Total Amount 624750 USD
Unit 50100 Supplier LL CARTER -003 PO Status Dispatched
Add Items From (7 Select Lines To Display (2
POID 0001143553 PO Date 01/09/2017
Catalog Item Search Search for Lines Line Q To Q[ Remeve |
- - Lines (7 Personalize | Find | View Al | @] & First (U 10f1 () Last
Find | viewAll  First ‘40 101 [l O Last
Details || Ship To/Due Date || Statuses || tem Information | Attributes | RFQ || Contract || Receiving |
Item 7503532020 STONE NO. 1, STONE PO aty 200.0000 LTNMerchandise Amt 2,944 00 USD [—
. - N . rohandiss
chedules Personalize | Find | View Al | 0| [ First (4 1of1 O Last Line ftem Description POGly “UOM  Category =) Amount Status
Details || sStaw i Ereignt || RTV |
C LR s L w iy L3 1 % 7503532020 STONE NO. 1, STONE € 200[LTN 7503532 2499000 624750 Approved | @
Sched *Due Date *Ship To *PO Qty Price Merchandise status
[ Close Short All Lines ] *Go o[ More ... v]
1 1082017 = [cnTRLOFEs o = 300.0000 24.99000 1,082 00 Active NN
|| Notify | 2% Refresh EHIPER
Add ShipTo Comments ElNally J|&3 (B Add |8
5] Save Return to Search Notify |EL Add
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7 Reconciling/Close a PO (continued)
/

* Enter/update the Reason Code and Comment.

» Click OK.

* The Maintain Purchase Order — Purchase Order page

will display.

* The reconciliation changes have been saved.
« The Change Order field value is updated to 1.

* Click on the PO Submit for Approval checkbox
(the green checkmark) which is next to the PO
Status field.

Reason Code Page

Unit 50100 PO 1D 0001143553

Reason Code OTHER Q

Comment |Reduced quantity to match received L._"\‘,/
amounts. 4/1/2017

[ use Same Reason Code

OK ] Cancel Refresh

Enter a reason code and comment for making changes that are being tracked.

Help

Favariles = Main Menu =

Purchase Order

Businuss Uit 50100
POID 0001143553
Change Grder 1

CoppFrom__————— o]
 Header 7
PO Date | OVF201T [

“Supglier LL CARTER -003
*Supplior 10 0000033093
“Ouyer GEQRGE MASON  |O
PO Reference Stona

Web iMsz: O

Header Datails
PO Defaults
PO Activilies
Raqisdtians

= Actions

3 Purchpsing = > Porchaso Ordors » 3 AddMUpdate PO

P Status  Approved

Supplier Soarch
Sauppiar Dataila

MASON GEORGE

Recalpt Stalus Recaeived

oUN PO Typa RO

M

X

O Hald From Further Pracessing

Dispaich

AU Routing Bl Vendar

Fuciivity Sumimany

Add Commants

Fuld ShipTo Comments
Document Status

oW Orcder Mothod PRNT |C
WA Intorfaced |NSEV [0
e Dty

Amount Summary (7

Marchandiso 499000

I
Fraight/TaxMine, .on Calculaly

Total Amount 495300 UsD

99




Ij Reconciling/Close a PO (continued)
/

« The PO Status updates to Approved and is ready for dispatch.

* Once dispatched, either manually or by batch process, the PO will be reconciled/closed out.
Favorites = | Main Menu - » Purchazsing = > Porchaze Orders » > AddUpdate POz
Purchase Order
Business Unit 50100 PO Status  Approved ﬂ. x
POID 0001143553
Change Order 1 (Current Change Reasoan
Copy From[ ] [JHald From Further Processing
¥ Header (%
PO Date 01092017 E} Supplier Search
"Supplier LL CARTER -003 Supplier Datails
*Supplicr D 0000033093 LL Cafter & Sen Ine Raceipt Status Received
T o . it Dizpaich
*Buyer[GECRGEMASON |, MASON.GEORGE Dispatch Method[Print ] =
Rid1 ;
PO Refarence Stane eVA PO Type | “ Routine Bill Vender
“aWA Order Method FRNT |
Wab Ms7: [ EVA Interfaced NSEV |Q
Heades Details Acthity Summary aVWh Dum
PO Defaults Add Commenle
PO Activities Add ShipTo Commants Amount Summary
Requisiions Decument Status i
- Actions Merchandize 4,998,000 —
a Calculate
FroightTaxiMisc, "
Tetal Amount 459800 USD
Add Items From |7 Select Lines Tao Display (¢
Catalog Item Search Search for Lines Line| |2 7o (=} Ratriave

Lines 7

Details | Ship ToDuee Date [ Slatuzes | Hem Infarmation [ Attrbutes | BFO

Personalize | Find | View A [ E0] B First 0 1aF1 2 Lam
Contract | Receiving ' =l

Line Hem Description POGHy "UOM  Category price  Merthandise g

1 [, 7603532020 STONE NO. 1, STONE 7, [ S00.0000/LTH 7503852 2489000 450800 Appraved (2 @ * =
Close Sher All Lines *Goto | More _ |

View Approvals

[idSave | Gt Returnto Search | [[<] Natify | & Refresh s Add | |5 Update/Display
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}) Lesson 4: Summary
/

n Reconciling/Close the PO

In this lesson, you learned:

* How to reconcile/close a PO by matching the quantity ordered, quantity received, and quantity matched/vouchered for a
PO.
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}) Lesson 5: Introduction
/s

‘ Review PO Information, History, and Activities

This lesson covers the following topics:

* Review PO Information, History, and Activities

* Purchase Order Inquiry page
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%/ Review PO Information, History, and Activities
Y

After creating a PO, it is possible to view all future transactions and related activities, including the header, line, schedule, and
distribution details. This can be done through the following pages:

 Purchase Order Inquiry page
« Activity Summary page

« Review Change History and Review Change Orders pages
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7 Purchase Order Inquiry Page

(L,

V4

The Purchase Order Inquiry page allows viewing details of the PO. This page is a display-only version of the Maintain Purchase

Order — Purchase Order page. From here, other pages, such as Activity Summary and Change Order can be displayed, where
additional details of the PO can be viewed.

Navigate to this page using the following path:

Main Menu > Purchasing > Purchase Orders > Review PO Information > Purchase Orders

Enter the search criteria and click Search.

Farviribas = Main Menu = » Purchasng= » Purchese Orders= »  Feview PO Informalion » > Purchase Orders

Purchase Order Inquiry
Purchase Ordar

Business Unin 50700 PO Status  Approved
POID 0001143553
Change Order 1

* Header
PO Dare 1052017
Supplier Name LL CARTER -003 Backarder Statas Mot Backerdead
Supplier I 1000033053 Supphier Detals Receip Status Fecetred

Buyer MASON.GECRGE
PO Heferemce Stone

Amaount Semmary

Hald From Further Processing

o - Meichandise 459800
! i B N
:ME" Uer:: I;‘:';t E“’"’"a"’ll FreightTax/Misc. 0.00
I E i I eader Comments

ATV Detument Stetus Tatal 435800 UsD

Matching = fyclior
Lines Personakize | Find | View &1 | £ ] B ofm 101 st
Ling Item 1D Hem Dascription Casgory PO Oy LM e ] Stases
1 [T 1203532020 STOMEND. 1, STONE 7503532 00,0000 LTH 499800 USD  Appeoeed D [
View Approvals

[t Feturn %o Search | =] Moty

IRelated Links
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;j Purchase Order Inquiry Page (continued)
/

Favarites

Purchase Order

Purchase Order Inguiry

Business Unit
FOID
Change Qrder
* Header
PO Date
Supplier Name
Supplier D
Buyer
PO Heference

50100
0001143553
.1

01082017

LL CARTER 003
aono033093
MASON GEORGE

Slane

Main Menu « > Purchasing = »* Purchase Ordars «

I Supplier Detalls I

Header Datails
Changa Ordar

Activity Summary
Haader Commeanis

AllRTY Diacumeni Staius
Maiching = Actions
Linas
Ling Iem 1D leam Description Cationy
1 F;:"] Te03532020 STONE NGO, 1, STOME  TE03532
View Appravals
[oh Return to Search || [=] Motify |

* Heview PO Information = > Purchase Crders

PO Status  Approved

Backorder Status Mot Backordered

Receipt Status Heceived
_ | Hold From Further Processing

Amount Summany
Merchandise 4.993.00
FreightTaxMisc. 0.0
Total 4.993.00 UsD

Personalize | Find | View Al | Bl | = First 'Y 1of1
PO Gy UOM Seehandize Status
200.0000 LTH 4099300 USD  Approved (o

k' Last

| SIRelated Links |
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7} Purchase Order Inquiry Page: Supplier Detalils

Click the Return button on the page to return to the Purchase Order Inquiry page when you are done.

Supplier Details — LL Carter & Son Inc

Business Unit 50100 POID 0001143553

Location MAIN

Address 4 | Show Address Details
Contact Show Contact Details

Salesperson Show Salesperson Details

Address Details

Country USA United States
Address 1 17460 Countyline Church Road

Address 2
eVA VLIN VA10051504

eVA Address ID: EVAAD227758
City Ruther Glen

County 077946325 Postal 22546

State VA Virginia

Change Order 1

Terms
Basis Date Type

Basis Date

30 Net 30

Prompt Payment

Fax 330/349-1341
Prefix 1

Phone 446/043-8809

Help

Click the Supplier Details link on the Purchase Order Inquiry page to display the Supplier Details pop-up window. This page
displays more details about the supplier for the PO.
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;j Purchase Order Inquiry Page: Supplier Details (continued)
/

Supplier Details — LL Carter & Son Inc

Business Unit 50100

Location MAIN

Contact

Salesperson

Address Details

Address 2
eVA VLIN VA10051504

eVA Address ID: EVAAD227788
City Ruther Glen

County 077946325

Address 4

Country USA United States

State VA Virginia

POID 0001143553

Show Address Details
Show Contact Details

Show Salesperson Details

Address 1 17460 Countyline Church Road

Postal 22546

Change Order 1
Terms 30 Met 30

Basis Date Type Prompt Payment

Basis Date

Fax 330/349-1341
Prefix 1

Phone 446/043-3809

Help
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»/ Purchase Order Inquiry Page: Header Detalls
/

Click the Header Details link on the Purchase Order Inquiry page to display the Purchase Order Header Details pop-up window.
This page displays the PO defaults and the rules for the PO.

Click the Return button on the page to return to the Purchase Order Inquiry page when finished.

PO Header Details

Help
Business Unit 50100 POID 0001143553 Change Order 1
PO Details
Supplier LL Carter & Son Inc
. . | Tax Exempt
PO Date 01/09/2017 Origin ONL  Online P
PO Type General ID 546001730
Letter of Credit ID
Currency
Currency Code USD Exchange Rate Detail Exchange Rate 1.00000000
Rate Date 01/01/1901 Base Currency USD
I Rate Type CRRNT

Process Control Option
Hold From Further Processing Method Print

| Dispatch
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¢/ Purchase Order Inquiry Page: Header Details (continued)

PO Header Details

Business Unit
PO Details
Supplier
PO Date
PO Type
Billing Location
Currency

Currency Code
Rate Date

Rate Type

Process Control Option

50100 PO ID

LL Carter & Son Inc

01/09/2017

General

CNTRL OFF§Billing Address

UsD Exchange Rate Detail
01/01/1901
CRRNT

Hold From Further Processing

/| Dispatch

0001143553 Change Order 1

Origin ONL  Online
ID 546001730
Letter of Credit ID

Exchange Rate 1.00000000
Base Currency USD

Method Print

Help

+| Tax Exempt
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f) Purchase Order Inquiry Page: Bill To Address
/

Click the Billing Address link on the Header Details page to display details for the billing location. Click the OK button to

return to the Purchase Order Inquiry page when review is completed.

ﬂ PO Header Details - Bill To Addressl :

Location CNTRL OFF3
Billing Address

Address 1 VDOT Central Office

| Address 2 1221 E. Broad 5t.
Address 3

Address 4

ﬂ City Richmond
State VA

Country USA

| OK | . Cancel

Help

Postal 23219

| .5
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¢/ Purchase Order Inquiry Page: Header Comments

If the Header Comments link on the Purchase Order Inquiry page is active, click it to display comments associated with the

PO header. If this link is not active, there are no comments.

Click the OK button to return to the Purchase Order Inquiry pop-up window.

PO Header Comments

Help
Business Unit 50100 PO ID 0001143553 Supplier LL CARTER -003 Change Order 1
Retrieve Active Comments Only | Retrieve |
*Sort Method | Comment Time Stamp v| *Sort Sequence | Ascending v | Sort
Comments Find | View All First ‘1 10f1 ‘" Last
Comment Status Active
This is CONFIRMIMNG Purchase Order for Contract number UM512PMC100017 DO NOT DUPLICATE \El|

| Send to Supplier Shown at Receipt

Shown at Voucher Approval Justification

Associated Document

Attachment Attach View Email

From -> PO 50100-0001143553

|| 0K || Cancel |

i
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#/ Purchase Order Inquiry Page: Change Order
/7

Click the Change Order link on the Purchase Order Inquiry page to display the Review Change Order page. This page

displays change order history for the PO, if any.

The Change Order page opens up as a separate internet tab. To return to the Purchase Order Inquiry page, click on the

Purchase Orders internet tab or close the Change Order internet tab and return to the Purchase Order Inquiry page.

@ http://fn92trnweb.cov.virginia.gov/psp,/fn92trn_1/EMPLOYEE/EI ,Q v O @ Purchase Orders

@ Review Change Orders x

Header Changes | Line Changes H Shipchangcs '
Unit 50100 PO ID 0001143553

Changes to PO Schedules

Line Sched Batch Seq Description
> 1 1 0 0 Status
1 1 0 0 Due Date
1 1 0 0 Freight Terms Code
1 1 0 0 Merchandise Amount
1 1 0 0 Original Promise Date

b Return to Search  |[=7] Notify

Header Changes | Line Changes | Ship Changes

Value

A

01/0972017

FOB DEST

6247.50000

01/0972017

Favorites v I Main Menu v > Purchasingv > Purchase Orders~ > Review PO Information v >

Purchase Orders

> Review Change Orders

Personalize | Find | View Al | &) B (4 1.50f12 '+ Last

Reason

Reason

Reason

User Modity

GEORGE.MASON

GEORGE.MASON

GEORGE.MASON

GEORGE.MASON

GEORGE.MASON

Last Change Date

01/14/2017 3:06:17PM

01/14/2017 3:06:17PM

01/14/2017 3:06:17PM

01/14/2017 3:06:17PM

01/14/2017 2:06:17PM
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#/ Purchase Order Inquiry Page: Document Status
/7

Click the Document Status link on the Purchase Order Inquiry page to access and review information about procurement
documents associated with the PO. These documents may include contracts, vouchers, receipts, and payments and links to
each of the associated documents will be available.

The Document Status page opens up as a separate internet tab. To return to the Purchase Order Inquiry page, click on
the Purchase Orders internet tab or close the Document Status internet tab and return to the Purchase Order Inquiry

page.

@ http://fn92trnweb.cov.virginia.gov/psp/fn92tm_2/EMPLOYEE/EI O ~ <& @ Purchase Orders @ Dacument Status X

Document Status

Business Unit 50100 PO ID (0031143553
Document Date 01/09/2017 Status Approved
Currency USD Document Type Purchase Crder
Buyer MASOMN GEQORGE Merchandise Amt 4,998.00

- =

'G—lo; i =

Requisitions Sourcing FProcurement Receipts(1) Retums Vouchers Payments
Events Contracts(1)
[ Show All |
Associated Document Personalize | Find | View All | 22| [E First ‘4" 1-20f2 ‘" Last
Documents |
Actions setlD 3:?;"955 Document Type  DOC ID Status Document Date  Supplier 1D Location
- Actions STATE Contract 0000000000000000000044966 JApproved 07142016 0000033093 =
~ Actions 50100 Receipt 0001884215 Received 01/09/2017 0000033093 MAIN =

|[EF Return to Search |
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Purchase Order Inquiry Page: Lines

There are numerous details associated with the PO line that can be displayed from the Lines section on the Purchase Order
Inquiry page.

Favorites = | Main Menu + > Purchasing= > Purchase Orders » > Review PO Information= > Purchase Orders

Purchase Order Inguiry
Purchase Order

Business Unit 50100 PO Status  Approved
POID 0001201019

Header

PO Date 08/06/2019
Supplier Name VULCAN CON-001 Backorder Status Mot Backordered

Supplier ID 0000009324 Supplier Details Receipt Status Mot Recvd
Buyer Hodge, Ronnie (VDOT) Hold From Further Processing

PO Reference FOE STONE AmOWI S LD BTy,

oader Dt pctiy s Merchandise 10,237.50
eader Lefalls VI ummary . I
FreightTax/Misc. 0.00
AIRTY Header Comments... ghtrtax!
Matching Document Status Total 10,237.50 USD
+ Actions
Lines Personalize | Find | View Al | (2] | E First (4) 1-40f4 (») Last
Line ltem ID Itern Deseription Category POQly UOM peR andie Status
1 B 7502532030 STONE NO.3, STONE 7503532 175.0000 LTN 192500 USD  Approved > [E
2 B 7502548485 SIONEJCRUSHED 7503548 250.0000 LTN 176250 USD  Approved O [
GRADE 26

3 B 7502518200 JTONE, RIPRAP CLASS 7503518 100.0000 LTN 180000 USD  Approved O [
4 R 7502551400 STONERIPRAP CLASS 7503551 250.0000 LTN 475000 USD  Approved O [B
View Approvals
[@r Returnto Search ||| Previousin List ||4E] Nextin List ||[Z] Motify = Related Links
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%/ Purchase Order Inquiry Page: Line Detalls

When the Line Details icon in the Lines section of the Purchase Order Inquiry page, is clicked, the Details for Line pop-up

window will be displayed. This page displays additional details associated with the selected PO line. Click the Return button

to return to the Purchase Order Inquiry page.

POID 0001201019

Statys  Approved

Line Details

Physical Mature

Merchandise Amt

Category

Contract SetlD
Contract
Contract Line
Group ID

Release

RFQID

Supplier Item 1D
Supplier's Catalog
GPO Contract

Manufacturer ID

Mfg Item ID

Price Qty

Receiving Required

Configuration Code

Details for Line VULCAN CON-001

Line 1
Amount Only
Goods
1,825.00
7503832
STOME

STATE
0000000000000000000045275  Contract Details
2

276

Line
Withholding
Required

Inspect

Status Mot Eackordered

Currency USD

Category ID 03113

Version 3

Category Line
Original Substituted ltem

Description

RFQ Line

GPO ID
UPN Type
UPN ID

Price Date

Replenish Code
Inspect ID

PO
Device Tracking

Standard
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#/ Purchase Order Inquiry Page: Item Description
/

The Item Description for a Line on the Purchase Order Inquiry page includes only the first 30 characters of the item’s full
description.

By clicking on the Item Description link for the desired line, the Item Description pop-up window will be displayed with the full
Transaction Item Description text.

Click the Return button to return to the Purchase Order Inquiry page.

[tem Description

Item ID 7503532030
Transaction ltem Description

STONE NG 3, STONE

Preferred Language ltem Descr
STONE NO. 3, STONE

S 116




/;) Purchase Order Inquiry Page: Line Comments
/

From the Purchase Order Inquiry page, click the Line Comments icon on the desired line to view comments that were
entered for the item. The PO Line Comments pop-up window will be displayed. From the PO Line Comments page, click
OK to return to the Purchase Order Inquiry page.

I PO Line Comments I

Business Unit 50100 POID 0001201019 Supplier VULCAN CON-001
i/l Retrieve Active Comments Only |  Refrieve |
*Sort Method | Comment Time Stamp v *Sort Sequence | Ascending v | | Sort
Comments Find | View All First (4) 10of1 (» Last

Comment Status Active

Send to Supplier Shown at Receipt
Shown at Voucher

Associated Document

=1

Attachment Attach Email

From -= PC 50100-0001201019-1

OK || Cancel
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#/ Purchase Order Inquiry Page: Schedule
/

There are many details associated with the schedule(s) for each PO line. To display the PO schedule(s) for a line, from the
Purchase Order Inquiry page click the Schedule Details icon on the line to be viewed. The Schedules page displays for
the PO line. Each schedule has links (icons) to more detailed information including schedule details, miscellaneous charges,
and accounting distributions. The Price Adjustment, Miscellaneous Charges, and Sched Sales/Use tax icons are

generally not used.

Favorites = | Main Menu~

Purchase Order Inquiry

'Sched ules

Business Unit 50100

Return to Main Page

» Purchasing~ * Purchase Orders~ > Review PO Information = *  Purchase Orders

POID 0001201019

| Mews Window | Personalize Page

Lines Find | View all First (4 10of4 (») Last
Line 1 STOME MC. 3, STOME PO Qty 175.0000 LTH Merchandise Amt 1.925.00 USD
Schedules Personalize | Find | View All | & | m First (47 Tof1 07 Last
[ Details '| Statuses |
Sched Due Date Time Due  Revision ShipTo  Attzntion To Price ME'“;;‘S:?? Status
1 D&I0B/2019 MOWTER =) 11.00000 1,925.00 USD  Active T & &
Ship To Comments
|[E Retum to Search || 1] PreviousinList ||47] NextinList ||[=] Motify |
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From the Purchase Order Inquiry — Schedules page, click the Schedule Details icon for the desired schedule to view

details about the schedule, including the Freight Terms.

To return to the Purchase Order Inquiry page, click Return and then from the Schedules page click the Return to Main

Page link.

7} Purchase Order Inquiry Page: Schedule Details

| Datails for Schedule 1 |
- POID 0001201019

Line Number 1

ltem ID 7503532030

% STOME NO. 3, STOME

Schedule Details

Due Date 08/05/2018

Criginal Promise Date 08/06/201%

Ship Date
Ship To

MOMTER AHQ

Ship Via COMMON Commaon Carrier

I Freight Terms

FOB DEST FOE Dest, Freight Prepaid I

Matching
Match Status PO

Matching Controls

Unit Price Tolerance
% Unit Price Tolerance
Ext Price Tolerance

% Ext Price Tolerance

Freight Calculation Rule

Arbitration Plan 1D

Freight Charge Method

Full Match
Mot Matched
Tolerance Ower Tolerance Under
0.01 98999
10.50 99993

Freight Charge Override

STETUE Aciive
Schedule 1
Backordered From Schedule

Custom Price - No Override

Mo Charge
Frozen  (planning)

Amount Summary

PO Gty
Merchandise Amount

Doc. Base

Receiving Controls
< Reject Qty Over Tolerance
Early Ship Reject Days
Oty Revd Telerance %
Close Under Qty %

175.0000
1,825.00 UsSD
1,825.00 USD

2

10,00
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4/ Purchase Order Inquiry Page: Distributions

Accounting distributions are associated with schedules. Clicking the Distributions/ChartFields icon on the Schedules page
displays the associated distributions.

The ChartFields tab displays the chart of accounts information related to the schedule. Typically scrolling right will display all
the fields.

The Details/Tax and Asset Information tabs are not used.

| Distributions for Scheduls 1 I

POID 0001201018 Line 1 Sched 1 Item 7503532030 STOME NO. 3, STOME FI%I
Status Active Sched Gty 175.0000
Distribute By Quantify Merchandise Amount 1,825.00 UsSD
Doc. Base Amount 1,925.00 UsD

Distributions
Chartfields || DefailsTax || AssefInformation || Req Detail | [F=0

Dist Status Percent PO Gty Merchanii:; Elir];it Entry Event Account Fund Program Department Cost Center Task FIPS Asset Agency Use 1 ggency lise
1 Cpen 1000000 175.0000 1.925.00 USD 50100 5013580 04100 604003 15042 11163550 74758 091 10288
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Purchase Order Inquiry Page: Distributions, Reg/Detail
Tab

On the Distributions page, the Reg/Detail tab displays information about associated requisitions. If there is a requisition, the
Req ID is displayed here as a hyperlink. Click to get more information about the requisition.

y 4

lDistributinns for Schedule 1 j

POID oo01201018 Line 1 Sched Itern 7503532030 STOME MNO. 3, STOME =
Status Active Sched Gty 175.0000
Distribute By Quantity Merchandize Amount 182500 UsSD
Doc. Bagse Amount 182500 UsD

Distributions

Chartfields DefailsiTax As=el Information | Req Detail | =0

Dist Status Percent Reg BU ::I{;q RegLine Req Sched ReqDist Reguester Requisition Name Attention To Phone

Personalize | Find | View All | (1] [ First (4 10of1 (») Last

Fax

1 Open 100.0008 Req 1D
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7 Activity Summary Page

Navigate to this page using the following path:

View what has been received on the Activity Summary page, you can view what has been received. The page will include
information as well as links to more information for the associated receipt(s) and voucher(s).

The Merchandise Amount, Merchandise Receipt, Merchandise Returned, Merchandise Invoice, and Merchandise
Matched values will be displayed on the Activity Summary page.

Main Menu > Purchasing > Purchase Orders > Review PO Information > Activity Summary

Or, from the Purchase Order Inquiry page, you can click on the Activity Summary link.

Favorites = Main Menu ~ * Purchasing~ * Purchase Crders~ * Heview PO Information ~ *  Purchase Orders

Activity Summary

Business Unit 50100

Purchase Order 0001201019
Merchandise Amount 10237.50 USD
Merchandise Receipt 000 UsD

Merchandise Retumed 0.00 USD
Merchandise Invoice 0.00 USD
Merchandise Matched 000 UsD

Lines

Details || Receipt || Invoice | Matched || RIV | [F=0

Line Line Details  ltem Item Description

1 EE 7503532030 STONENO. 3, STONE
2 [ 7503548485 STONE, CRUSHED GRADE 26
[ 7503518200 STONE, RIP RAP CLASS 1

4 5= 7503551400 STOME RIF RAP CLASS I

[Gh Return to Search || [ Natify

PO Status Approved

Supplier Location MAIN

Personalize | Find | View All | 1| First (4 14 of4 (») Last

uom Manufacturer 1D Mfg Itm ID UPN

LTH

LTH

LTH

LTH

= Activity Summ
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#/ Activity Summary Page (continued)
/

Favorites - | Main Menu ~ * Purchasing~ * Purchase Crders = > Heview PO Information = »*  Purchase Orders » Activity Summg
Activity Summary
Business Unit 50400 PO Status Approved
Purchase Order 0001201019 Supplier Vulcan Censtruction Materials
Merchandise Amount 1023750 USD Supplier Location MAaIN
Merchandise Receipt 0.00 UsD
Merchandise Returned 0.00 UsD
Merchandize Invoice 000 usD
Merchandise Matched 0.00 usD
Lines Personalize | Find | View Al | (21| & First (4. 1-4of4 (» Last

Details || Receipt || Invoice || Matched | RTV | =0

Line Line Details  ltem ltem Description LM Manufacturer ID hifg Hlm 1D UPH
1 ;_E'E*g 7303332030 STOME MC. 3, STOME LTH
2 F‘é 7303548485 STOMNE, CRUSHED GRADE 26 LTH
3 F‘é TS03318200 STOME, RIP RAP CLASS 1 LTH
4 |_E||;*| 7503351400 STOME RIP RAFP CLASS I LTH
1 k

=] Nofify | 123

|[&F Return to Search
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% Activity Summary Page: Receipt Tab
V4
The Receipt tab is used to view additional information about receipt documents associated with the PO, such as quantity
received and accepted. Click a Receipt icon to open the page that provides a list of all receipts and links that take you to a
Receipts page to view detailed receipt information.

Favorites = Main Menu ~ * Purchasing = * Purchase Orders~ * Review PO Information = *  Purchase Orders »  Activity Summs|
Activity Summary
Business Unit 50100 PO Status Compl
Purchase Qrder 0001186712 Supplier LL Carfer & Son Inc
Merchandise Amount  11,310.00 USD Supplier Location MAIN
Merchandise Receipt 11,357.51 USD
Merchandise Returned 0.00 USD
Merchandizse Invoice 11,357.51 UsSD
Merchandise Matched 11,357.50 UsD
Lines Persanalize | Find | View all | (31| & First (4) 10f1 () Last

Detailz Receipt Invoice Maiched BRIV | =W

Line Line Details  Item Item Description Lo ep?etz ngn’;;: Cpen Amount  Currency
1 [E 7503551310 STOME RIP RAP CLASS Al LTH 1.2600 0.0000 0.000 USD,
4 - »
[Eh Returnto Search  ||1] PreviousinList ||47] MNextinList ||[Z] Mofify
A 4
Unit 50100 PO ID 0001186712 Line 1 Item ID 7503551310
Receipt Personalize | Find | Viswall | (2] I__—,] First (4 160f 7 (. Last
ﬁi‘:jd BU Recv  Receipt No E::;Eipt Status Seq Supp Rept Gty Supp Reject Gty Merchandise Amt  Currency
1 0100 noozosng4y | 1 Received 1 463100 00000 1745580 USD [+ [=]
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#/ Activity Summary Page: Invoice Tab
/

The Invoice tab is used to view additional information about vouchers associated with the PO. Click an Invoice icon to open
the page that provides a list of all the vouchers and links to a Voucher Inquiry page where to view detailed voucher

information.

Favoritesw | Main Menu~

Activity Summary

Business Unit 50100
Purchase Order 0001186712

> Purchasingv > Purchase Ordersv > Review PO Information~ > Purchase Orders > Activity Summ3

Supplier Location MAIN

Merchandise Amount
Merchandise Receipt
Merchandise Returned
Merchandise Invoice

Merchandise Matched

11,310.00 USD
11,357.51 USD

0.00 USD
11,357.51 USD
11,357.50 USD

PO Status Compl
Supplier LL Carter & Son Inc

Lines Personalize | Find | ViewAll | (21| [  First (4. 10f1 (. Last
Details || Receipt 7 Matched || RIV | [
Line Line Details Item Item Description uom ;cyi Un-i:::;zenci Currency Invoice
1 [ 7503551310 STONE RIP RAP CLASS Al LTN 2
4 3
[Gh Return to Search |[+7] PreviousinList |[4Z] NextinList |[[=] Nofify
: i a4
Unit 0100 PO No. 0001186712 Line 1 Item 1D 7503551310
Invoice Personalize | Find | Viewal | (2] & First (4 160f 7 » Last
Sched = - : = :
Num AP Umnit Voucher Line Cuantity Invoiced Amount Invoiced
1 50100 0939183 1 46.5200 1753.800 [+] (=]
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@ Review Change History and Review Change Orders Pages
/

Review the history (changes) of a purchase order on the Review Change History page or the Review Change Orders page.

Both pages allow searching for the desired PO and lists the change(s) that occurred to it on tabs which are almost identical.
On the Review Change History page, you can search using PO Number and/or Change Order Number. This page
provides details on the original PO, as well as changes.

The information is virtually the same on both pages, however the Review Change History page contains a Batch tab that is
not included on the Review Change Orders page. The Batch tab displays the date that the change was made and the
Batch ID of the batch that created the change order.

Navigate to the Review Change History page using the following path:
Main Menu > Purchasing > Purchase Orders > Manage Change Orders > Review Change History
Or, navigate to the Review Change Orders page using the following path:

Main Menu > Purchasing > Purchase Orders > Manage Change Orders > Review Change Orders

Enter the search criteria on either page and click Search.
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}) Review Change History Page: Batch Tab
/

The Review Change History page includes four tabs that display different information about the change to the PO.

The Batch tab displays the date that the change was made and the Batch ID of the batch that created the change order.

Favorites urchasing = *

| Batch |- Header Changes || Line Changes || =hip Changes

Unit 50100 POID Q001201074
Batch Find | View All First (40 10of1 (b Last
Batch 1

Revision Date 03/07:2019

[5F Retun to Search || 1] Previousin List ||+ MextinList | |[=] Mofify |
Eaich | Header Changes | Line Changes | Ship Changes
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%/ Review Change History Page: Header Changes Tab

The Header Changes tab is on both the Review Change History and Review Change Orders pages and displays the
changes to the header, which user issued the change, and the date of change.

Favorites = Main Menu - * Purchasing » * Purchase Orders + »* Manage Change Crders » »* Review Change Hisfory

Batch Header Changes r Line Changes Ship Changes

Unit 50100 POID 0001201074
PO Header
Batch Seq Description Value
1 1 Billing Location APPOMT ROS
1 1 Change Type c
1 1 PO Status A
[ Retum to Search  ||15] Previousin List | |42 Mextin List | |[=] Mofify

Ealch | Header Changes | Line Changes | Ship Changes

Personalize | Find | View &1 | (21 | E‘ First (4 1-30f3 (¢ Last
User Modify Last Change Date
OTHER  NINAPATRICK iy
OTHER  NINAPATRICK oo
OTHER  NINAPATRICK e
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» Change History Page: Line Changes Tab

o,

V4

The Line Changes tab is on both the Review Change History and Review Change Orders pages and displays the changes
to the PO line(s), the user who created the change, and the date of change.

Favorites v | Main Menu v > Purchasingv > PurchaseOrders+ > Manage Change Orders+ > Review Change History

”Eatgh 'rgader (Ehanges : Line Changes Ship Cﬁanges

Unit 50100 PO ID 0001201074
Changes to PO Lines Personalize | Find | View All | 2 | = First ‘4 10f1 ‘»' Last
Line Batch Seq Description Value User Modify  Last Change Date
1 0 0

@ Return to Search || =] Notify

Batch | Header Changes | Line Changes | Ship Changes
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#/ Change History Page: Ship Changes Tab
/

The Ship Changes tab is on both the Review Change History and Review Change Orders pages and displays changes to
the quantity and/or price, the user who created the change, and the date of change.

Favorites = Main Menu - * Purchasing = * Purchaze Orders = »* Manage Change Crders = > Review Change Hisfory
Balch Header Changes Line Changes I Ship Changes '
Unit 50100 POID 0001201074
Changes to PO Schedules Personalize | Find | View Al | & | @ [ 10f1 b Last
Line Sched Batch Seq Description Value User Modify Last Change Date
1 1 0 0

[ Retumto Search ||*=] Previousin List ||+ MextinList ||[=] Mofify
Eaich | Header Changes | Line Changes | Ship Changes
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}) Lesson 5: Summary
/

‘ Review PO Information, History, and Activities

In this lesson, you learned:

* How to view details of a PO using the Purchase Order Inquiry.

* How to review the change order history of a PO using the Review Change History and Review Change Orders pages.
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}) Course Summary
/

PR344 Processing Purchase Orders

In this course, you learned:

« Describe Purchase Order Concepts, Processes, Integration, and Interfaces
+ Create Purchase Orders

* Review and Manage Purchase Orders

« Cancel Purchase Orders

* Create a Purchase Order Change Order

* Reconcile/Close POs — 3 Way Match

132



}) Course Evaluation
/

Congratulations! You successfully completed the 501 PR344: Processing Purchase Orders course.

Your instructor will provide instructions on how to access the evaluation survey for this course.
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p/ Appendix
/

Key Terms

Flowchart Key
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s/ Key Terms
e

Change Order: A change order is created when you make a change to a PO that affects the Quantity, Price, or Ship To
fields or when a Line is added.

Matching: Matching purchasing documents for key values lends assurance to the validity and correctness of transactions
and cash payments. The matching process compares vouchers with POs and receiving documents. This helps ensure that
you pay for only the goods and services that you order and receive.

Purchase Order: Purchase Orders (POs) are commitments from an agency to suppliers to purchase goods or services from
that supplier. The purchase information, such as item, quantity, freight terms, shipping terms, payments terms, and shipping
instructions, is listed on the document and is part of the contractual nature of the PO.
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» Flowchart Key

Step
Description

Batch
Process

Manual
Operation

Decision
QOutcome

Entity Name

Depicts a process step or interface.

Specifies a batch process.

Depicts a process step that is preformed manually.

Defines the possible outcom es of a decision or
analysis that took place in a step immediately
preceding.

Represents an entity (person, organization, etc.).

Start

End

Document

O

Step/
Process

Indicates point at which the process begins.
Does not represent any activity.

Indicates point at which the process ends.
Does not represent any activity.

Depicts a document of any kind, either electronic
or hard copy.

Indicates an on-page or intra process connector.
Used to avoid complex overlapping connector
lines or to continue a process on a subsequent

page.

Connects steps between business processes.
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